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CHAPTER I 
INTRODUCTION 
"The Education of youth, in our day, appears to oonoern 
itself very little with the matter of good manners. The rising 
generation seems to be growing up with a great lack of good 
breeding. If some ot our educational institutions would out 
out a study or two from among those not strictly necessary, and 
substitute in their stead a course of instruction upon courtesy 
and politeness, the change would prove beneficial." -From 
Editorial Notes in Light, of New Orleans, for October, 1901~ 
(43:13). 
"MY experience of several years as a teacher of dancing 
among the children of Chicago has convinced me that instruction 
in dancing is much less needed than instruction in good manners. 
- From Everyday ~ Manners ~Boys ~ Girls by Ernestine 
Louise Badt (4:4). 
Statements such as these as well as numerous everyday 
evidences of their truthfulness filled the writer with the de-
sire to do something to lessen this ignorance in matters of 
courteous behavior. 1t is quite generally agreed that the home 
is the proper place for such instruction, but since the majari~ 
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ot homes seemingly have been and still are remiss in supplying 
this training it appears that the schools must assume the res-
ponsibility it such education is to be acquired. 
It was with the idea of aiding educational institutions 
desirous ot providing such instruction that this piece of re-
search was undertaken. ~he specific aim of the writer was to 
compile a list or etiquette topics, approved by experts and 
allocated by them to the several grades or the junior and sen-
ior high schools. This major problem resolved itself into the 
following minor ones: 
1. To prepare, scientifically, a tentative list of eti-
quette topics. 
2. To secure a jury of experts who would pass judgment 
upon the grade-placement aDd relative importance or each of the 
topics in the tentative list. 
3. To prepare a form on which the jurors could readily 
indicate the information desired. 
4. To prepare a set of instructions tor members of the 
jury. 
5. To tabulate the expressions of opinion or the jury, 
giving the number and per cent of the jurors favoring each 
topic. 
6. To prepare lists of the topics considered important by 
the jury. 
The term "etiquette" as used in this paper is intended to 
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mean the set ot rules of behavior observed in society, that is, 
the rules governing the correct social behavior of mankind. 
During the course of the research necessitated by the 
problem of this thesis, fifteen books on etiquette, three on 
the history of education, nineteen magazine articles, sixty-two 
courses of study, and four other books of reference were read 
or examined. The magazine references were pertinent to the 
subject and in periodicals of recognized worth. The subject 
matter of the first list of topics was drawn from several of thE 
books on etiquette, and from a few of the periodical references 
and courses of study. 
The material selected from these sources was grouped under 
ten headings and the tentative list when completed contained 
four hundred fifty-one topics. 
The personnel of the jury was selected from experts in the 
fields of etiquette and education. The educators were persons 
either teaching the subject or in sympathy with its incorpora-
tion into the school curriculum. 
In the mind ar the writer, duming the progression of the 
work, the immediate beneficiary of the effort put forth was the 
ordinary, average child of the Chicago Public Schools at the 
junior and senior high school lwels. 
CHAPTER II 
THE NEED FOR TRAINING IN ETIQUETTE 
Evidences ot the need tor a knowledge ot etiquette, in 
theory and practice, that have been noted during the progress 
ot this piece ot research admit of classification into two 
groups; those showing a telt need on the part ot the individua~ 
and those showing a recognition or the need on the part of 
others, indicated by statements ot their observations, by steps 
that have been taken to satisfy the need, by arguments tor the 
incorporation of the subject into the school curriculum, and by 
research that has been done in the field. The term "need" as 
used in this paper is to be thought ot as that need which is 
the outcome ot a lack ot training, not the need that is inher-
'', 
ent in man at birth. 
~ust why a need apparently so urgent, so universal, and so 
frequently acknowledged should still be one ot suoh large pro-
portion appears paradoxical. However, present interest in the 
subject as revealed by the following faots argues well tor a 
probable lessening of this need in the near future. 
An examination tor etiquette content of one day•s issues 
(June 19, 1933) of the five leading Chicago daily newspapers 
disclosed the information that three of them featured an eti-
4 
quette column and that there were four other articles on the 
subject as well. 
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Single copies of six of the most popular magazines (accor~ 
ing to one of the Chicago Public Library attendants in the 
Civics Room) read in the homes of Chicago today, \three for the 
month of Mey, and three for June, 1933) contained eleven arti-
cles on various phases ot etiquette. These contributions range 
from one-half to several columns in length. 
Clara H. Lorenzen, while working on her Master's thesis, 
"Approved Social Behavior as Revealed in Recent Literatures," 
round that 153 articles on social behavior had been published i 
a series of issues of the American Magazine alone during the 
period from Januar,y, 1919, to June, 1925. 
The United States Catalos .9! Books in Print, January.!_, 
1928, lists 107 works on etiquette, and since that date about 
30 have been added to the later issues of the catalog. 74 of 
ot the first 107 books bear dates. 
An examination of the dates of publication of these works 
shows that interest in the subject has continuously increased, 
if interest can be measured by the number of publications in a 
subject. 
During the period from 1883 to 1903 the yearly publication 
on etiquette averaged .3; from 1903 to 1913, .6 was the average; 
from 1913 to 1923 the number increased to 2.1; and from 1923 to 
1928 the average was 4 a year. The books on the subject that 
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have been published since 1928 average 6.2 per year. 
The importance that the business world attaches to eti-
quette is shown by such statements as the following: "One of 
the best known men in the country today has said that courtesy 
is the first qualification he required in a private secretary 
and that all others are secondary to it" (83:41). 
"There are other qualifications necessary in successfully 
meeting people but none of them is quite so important as 
courtesy" (83:42). 
Indications of the need for a knowledge ot etiquette felt 
by the individual are numerous. An editorial in one ot the 
issues of the journal of Home Economics entitled "Social Train-
--
ing for High School Students," says: 
junior and senior high school girls 
are keenly awake to this fact (that good 
taste in dress, a pleasing voice, immacu-
lateness, poise, and gentle manners have 
social and economic value which we dare 
not ignore) as evidenced by the popularity 
of the social-training courses offered in 
many schools through home economics depart-
ments (88:453-454). 
An interview with the Education Director of the Central 
Branch of the Young Womens' Christian Asmciation of Chicago 
revealed the constant effort that is being put forth on the 
part of individuals to overcome the difficulties resulting from 
lack of sufficient training in the things that make for pleas-
ing social relationships. 
!t is quite a common occurrence for the association to 
receive requests from business girls' clubs for classes to be 
given in personality, courtesy, and charm. ~hese classes are 
held after working hours and are paid for out of the girls' 
earnings. 
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An even greater number of calls are received by the Asso-
ciation for single lectures on the various phases of etiquette 
to be given in rooming homes, business girls' clubs, and high 
school clubs. The Elearnor Club and the Girl Reserves of the 
Chicago Public Schools are among those that have taken advan-
tage of the opportunities to hear such lectures. 
Illustrative of the universality of this felt need for a 
knowledge of ~he correct thing to do' is an instance mentioned 
by the Education Director of a request received for a lecturer 
to talk on etiquette to the faculty members of a small college 
in Wisconsin. 
Evidences of recognition by others of the need for a 
knowledge of etiquette are many and varied also. To the quo-
tations giving expression to such convictions that were used 
at the opening of this paper may be added the very pointed one 
read in the Handbook 2t Manners !2£ !a! La Crosse High Schools. 
The Need ot the Present D~ 
"Poor manners, both at home and at school, have become 
particularly noticeable during the present generation. Move-
ments like Courtesy Week, the daily lesson in the newspaper, t 
8 
course of study on morals and manners of the LOs Angeles School, 
and experience of people everywhere indicate present day need 
for the beginning of constructive action (58:2). 
Further evidence of observation of this need are: 
1. A magazine article entitled "Good Manners in Superin-
tendents and Principals~ by Cora Miley, in which the crude 
manners sometimes found in persons occupying administrative and 
supervisory positions in the field of education are described. 
2. The printed notices placed on the tables of a beauti-
ful new library established for the use of graduate students 
ot education alone and reading thus: "To Users of the Educatio 
al .Library: 
"The floor of the library is being seriously damaged by 
people who shake ink on it trom their fountain pens. 
"We appeal to all who take advantage of the exceptional 
facilities proVided by the librar.y to co-operate in preserving 
its aesthetic appearance. 
Signed 
" 
----· 
3. Placards in the Chi cage Public Library requesting care 
of books. 
4. Signs in hospitals requesting silence. 
5. Ticket-line guards at the moving-picture theaters. 
6. Steps taken to lessen this need of etiquette informa-
tion: 
a. The vast number of courses of study that provide 
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for instruction in etiquette in many of its 
important phases. 
b. Courtesy campaigns conducted by civic organi-
zations both in school and in the world at 
large. 
o. Rewards paid for courtesy in business dealings 
d. The "charm and personality" courses at the 
Young Womens' Christian Associations head-
quarters that, because of their popularity, 
have been offered continuously throughout the 
country for the past ten years. 
e. Arguments for incorporating the study of good 
manners into the school curriculum. Clara H. 
Lorenzen's thesis offers these: 
~t seems as if training in table 
manners belongs naturally to the process 
of education carried on outside of school. 
Yet it needs only observation to tell us 
that many adults as well as children have 
not acquired the training in their homes 
or elsewhere. They cannot, then, set a 
good pattern for the younger generation to 
follow. Education must provide means where-
by, through conscious effort and attention, 
children without adequate home training may 
acquire pleasing behavior at table \63:56). 
Since education is to train children 
for all the activities of normal living, it 
ce~tainly must take into account this impor-
tant phase of our daily life (social behavior). 
Much of suo~ training has previously been 
delegated to the homes, or the child has 
learned without conscious effort, through 
imitation of others, to make his ways 
conform to the ways or others. But we 
can not be sure that all children are 
receiving this training which some ot 
the homes provide. Moreover, all the 
patterns set by the adults in these 
homes are not good patterns. It there-
tore becomes clear that no curriculum can 
be adequate whioh overlooks provisions 
tor the social adjustment of the individ-
ual (63:1-2}. 
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a. The interest manifested in etiquette by workers in the 
field of research. Recent contributions of their scientific 
study includ•: 
a. The dissertation "Social Training as a Curriculum 
Problem," written as partial fulfilment of the requirements or 
the degree Doctor of Philosophy in the university of Pennsyl-
vania. 
b. The thesis, "Approved Social Behavior as Revealed 
in Recent Literature," written as partial fulfilment of the 
requirements for a Master of Arts Degree in the University of 
Chicago, 1925. 
c. The countr,y-wide survey made in by the 
Young Womens' Christian Association to learn the causes ot 
interiority complexes among business girls. The results of the 
survey showed the causes most frequently mentioned to be: 
(1) lack of education, (2) inability to meet men, and (3) lack 
of knowledge of etiquette with the consequent inability to per-
form correctly the etiquette of the card table and the dance 
floor. 
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d. ~he Idaho State Curriculum Revision. During the 
summer of 1930, a revision of the curriculum in home economics 
in the State of Idaho was begun. The CUrriculum committee 
based its revision on information conce~ning the activities of 
school girls and home-makers, the types of environment in which 
they lived - their home conditions, - and the usual ages at 
which they assume the responsibilities of home-making. Infor-
mation was obtained through three sources, questionnaires, ex-
amination of courses of study published since 1925, and analy-
ses of home economics reference and textbooks published since 
1928. The condlusions reached were: (1) That the home economic~ 
course in secondary schools should help "girls and boys to 
solve better the problems which they are meeting at the present 
time in their daily contacts and those which they will meet as 
they assume more of the responsibilities ot home making l54:9.). 
(2) Among the many items deemed necessary in a broad course in 
home economics those pertaining to social training were social 
and family relationships and personal improvement. 
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HISTORY OF INSTRUCTION IN ETIQUETTE 
Writings on early American education stress the degree of 
importance given to training in correct behavior. Alice Morse 
Earle in her work Child~~ Colonial~ writes: 
It certainly conveys an idea of the 
demeanor of children of colonial days to 
read what was enjoined upon them in a lit-
tle book of etiquette which was apparently 
widely circulated, and coubtless carefully 
read. Instructions as to behavior at the 
table run thus: -
"Never sit down at the table till 
asked, and after the blessing. Ask tor 
nothing; tarry till it be offered thee. 
Speak not. Bite not thy bread, but break 
it ••• " (35:215). 
just as minutely detailed were the child's directions on 
good listening, behavior at school, and on the street. 
Though the "what" and the "to whom" of etiquette as taught 
are frequently mentioned and specifically so, the "where" and 
"by whom" have not been as definitely stated, at least, not in 
the sources of information which the present writer has exa~ 
ined. 
The tiles of the Chicago Public Library, the Crerar and 
the Newberry libraries, those of Loyola University, Chicago 
(Campus and Loop), and of the Graduate School of Education, and 
Harper libraries of the Chicago University contain no entry of 
a-work on either the history of etiquette or the history of the 
teaching of it. 
.... 
The Catholic Encyclopedia yielded no informa-
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tion on the subject at all and the Encyclopedia Brittanica 
(Fourteenth Edition), no more than the derivation of the word. 
Nor did the histories ot education and other references exa~ 
ined throw much light on where and by whom etiquette was taught 
in the early days of our country. '!'he information gotten trom 
the latter works was so indefinite that it was of little or no 
value. Extracts from one such reference will serve as an illus 
tration. 
Mrs. Earle, in writing of colonial schools, tells or the 
custom that existed in England for centuries of sending young 
children into the homes of friends, relatives, or people ~or 
some condition and state" to be educated. The young boys were 
placed in the homes of noblemen to learn "carving, singing, and 
good manners," while the young girls ~ent to learn housewifer,y, 
needlework, and etiquette" (36:82). In the following paragraph 
the reader is told that "a remnant or this custom or the "put-
ting-forth of children lingered in the colonies," (36:83), but 
if the author intended to convey the idea that the same sub-
jects were taught in America as in England, she did not SEL · 
state it. 
Later in the same reference Mrs. Earle informs her readers 
that the New England ministers "almost universally eked out 
their meagre incomes by taking young lads into their homes to 
educate" (36:83). No mention of what they taught is made, how-
ever. 
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Another instanoe or the indefiniteness of the information 
on the points in question is that whioh tells the reader that 
during the time that George Washington attended sohool (his 
school career ended when he was thirteen) he had made " a big 
pile of neatly written manuscript school books, which may now 
be seen in the Library at Washington" (35:66). According to 
the editor of George Washington Rules ~ Civility ~ Decent 
Behavior ~ Company ~ Conversation one of these manuscript 
school books contains the 110 rules of civility copied by him 
while at school. But whether this was purely an exercise in 
penmanship or the copying for future use of what had been pre-
sented in school is not told. 
Equally lacking in faots on the subject of the teaching 
of etiquette have been the references examined for the years of 
the nineteenth century. 
information on the subject as taught today is also a matte 
of researoh, though the sources are readily found and in most 
oases are definite and reliable in their offerings. Those of 
greatest value have been the courses of study in use in the 
schools. 
The changing status of the teaching of etiquette as re-
vealed through ourrioulum revisions is interesting. 
A cleverly arranged diagram in Then ~ ~ in Education 
(22:119), captioned "Expansion of Elementary School Curriculum 
from 1775 to 1900," shows at a glance that sewing (the subjeot 
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which, expanded and under the name of home economics in most 
oases, has, during the twentieth century, included the outlines 
tor the teaching of etiquette} and manual training were not 
introduced into the school curriculum until 1900. 
The findings of an examination of six school superinten-
dents reports tor the years between 1890 and 1900 shows no men-
tion of etiquette whatsoever; of seventeen courses of study in 
home science principally published between the years of 1900 am 
1920 reveal but very little mention other than the proper serv-
ing of meals and the care and selection of proper clothing; but 
of the thirty-six courses of study \principally in home econom-
ics) examined that were published since 1920, twenty-six con-
tained an etiquette content of considerable extent. This hist-
ory of the growth in scope or etiquette instruction in some 
school systems oan readily be seen from the following summary of 
the outline of etiquette content in the home economics courses 
of study for the public schools of Texas from 1914 to the 
present. 
1. Supplement to the State Course of Study for the Public 
Schools of Texas, 1914-1915 (100:16-19). Course: Domestic 
Science (elective). No mention of etiquette topics. 
2. FoOd Study Outlines for Texas High Schools. Bulletin 
162- August, 1923 (97). Unit A. Breakfast Series. 
Subject Matter: 
1. Breakfast Service 
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a. Etiquette of table service l97:20). 
2. Table etiquette. 
a. Courtesy. 
b. Use of silver, etc. 
Unit B. Special Occasions 
1. Tea or a reception. 
a. Invitations, service, duties of host and hostes& 
b. Serving refreshments. 
2. Buffet luncheon or supper 
a. Invitations, service, duties of host and hostess 
b. Serving refreshments.(97:27). 
Applied Design and Clothing 
Advanced Clothing- 1923 (98). 
1. Care of clothing. 
2. Ethics of dress. 
3. Outline of Course in Texas - 1932. The Teaching at 
Home-making ll01). 
Part I: Home Economics A - Below Eighth Grade 
Unit I. Everyday Courtesies (101:21). 
Ab 
Unit I. Personal Grooming and Clothing (101:21). 
Part II: Three-year Course - Eighth Grade and Above. 
Ib 
Unit I. Personal Relationships (101:104). 
Unit II. Personal Grooming and Clothing (101:115} 
III a 
Unit I. Family and Community Relationships (101:174). 
Unit II. Entertaining. 
1. Ocoasions for entertainment. 
2. Ways of entertaining. 
3. Formal and informal entertainment. 
4. Responsibilities of a hostess. 
5. Responsibilities of assistants to hostess. 
6. Responsibilities of a guest. 
7. Types of entertainment of a formal and informal 
nature: 
a. Lunoheon. 
b. Dinner. 
c. Breakfast. 
d. Tea. 
e. Garden parties. 
f. Reoeptions. 
8. Definite plans for entertainment. 
9. Table appointments. 
lO.Serving. 
ll.Suitable foods and garnishes 
l2.Types of entertainment whioh relatives and class 
friends would enjoy (101:184-87). 
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III b 
Unit I. Dress for special occasions (101:206). 
Part III; Home Economics for Boys (Preferably 10 and 
11 grades}. One -year course. 
I a for boys: 
Unit I. HUIDB.n Relationships 
1. Character traits. 
a. Courtesy (101:242). 
2. ~he relationship of good manners to personality 
(101:245}. 
3. Genuine good manners vs artificial good manners 
(101:245). 
4. Personal traits improved through genuine good 
manners (101:245). 
5. Everyday manners 
a. At home. 
b. In school. 
c. In public places. 
d. In business (101:245}. 
6. Happy, homes 
a. Desirable traits of character. 
(1) Consideration for others. 
l2) Cheerfulness. 
(3) Kindliness. 
(4) Willingness to share responsibility. 
18 
(5) Punctuality. 
(6) Reliability (101:246). 
I b far Boys: 
Unit II. Foods and Nutrition. 
1. Social responsibilities during meals. 
2. Importance of correct table etiquette in society, 
in business, and in the home. 
3. Social customs 
a. As a host. 
b. As a guest. 
o. As a member or the family. 
4. Constant practice necessary \101:259). 
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Etiquette instruction, where it is but a part or a larger 
curriculum subject, has not been found in the home economics 
courses exclusively. ln Grand Rapids, Michigan, where much 
attention has been given to the subject, etiquette is taught 
as part of the social studies work. In Los Angeles the sales-
manship and advertising course and the one in oharaoter and eon-
duct include it, as does the course in essentials or living in 
use at the Fordson High School ot the Fordson School System of 
Dearborn, Michigan. 
The only distinct course ot study in social training in 
general use throughout the high-school system of the oity spon-
soring it that was found during this piece or research was the 
one in personal regimen published by the Division of Vocational 
20 
and Practical Arts Education of Cleveland, Ohio. A short para-
graph giving a few points on the reason for its origin as well 
as the time and manner of its formulation is quoted from a 
contribution to the Journal of~ Economics lMay, 1931) writ-
ten by Mlss Adelaide Laura Van Duzer, Supervisor of Home Econ-
omics in Cleveland. Miss VanDuzer writes: 
Personal regimen has now been 
taught in the Cleveland high schools 
for five years. Before, phases of 
the material were taught here and 
there throughout the system in clubs 
and home economics classes, but it was 
evident that such teaching should take 
on a wider and better directed form. 
As a result, the course was worked out 
in the classroom by some interested 
home economics teachers and in its pres-
ent form is the outgrowth of trial in a 
number of schools \103:427). 
An article in the Journal (July, 1928) written by Ethel R. 
MacNachtan and entitled "A High School Course in Social Train-
ing," mentions a course in such training in use in the Julia 
Richman High School in New York City, but, judging from what is 
stated, it is a course used exclusively at the Richman High 
School and not a Board of Education publication in general use 
throughout the city as is that of the one in Cleveland \88: 4 
r 
CHAPI'ER III 
OBJEOTIVES IN THE TEACHING OF ETIQUETTE 
Sources of information on the teaching of etiquette, be-
fore the days of the published course of study to which access 
has been had for this paper have not stated directly the ob-
jectives for such training. That such instruction was there-
fore without motive may not be concluded, however, as the fol-
lowing paragraph taken from Earle's Child~~ Colonial~ 
indicates: 
It is impossible to overestimate 
the value these laws of etiquette, these 
conventions of customs had at a time when 
neighborhood life was the whole outside 
world. Without them life would have 
proved unendurable \35:212). 
With the coming of the twentieth century also came the 
course of study in home economics which, in most cases, is the 
one that includes the outlines of etiquette as now taught. But 
as far as could be learned, it was not until the close of the 
first quarter of this century that these courses of study in-
cluded the subject of etiquette at all. Of the seventeen cour-
ses examined in home economics and in business technique for 
the first twenty years of the century, just one of the two that 
provided for etiquette instruction stated objectives for it. 
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The units of this 1932 Idaho course of study in home eco-
nomics tor junior and senior high schools calling for etiquette 
instruction with their respectives objectives are: 
Unit: Food and lts Relation to Health (Seventh grade). 
Objective (pertaining to etiquetteJ: 
To learn to use good table manners (54:16}. 
SUbtopic - Home Relationships 
Objective: 
To become a better member of the family by being 
courteous, by respecting the rights of others, and 
by sharing responsibilities in work and recreation 
(54:26). 
Unit: Making and Keeping Friends (Ninth Grade] 
Objective: 
To develop an appreciation of the personal traits 
essential for desirable home and social life \54:92). 
Unit: Selection, Care, and Construction of Clothing 
\Ninth Grade). 
Objectives: 
To appreciate responsibility for the care, selection, 
and construction of one's own clothing. 
To appreciate the value of proper care of the 
clothing and to form the habit of keeping it in good 
condition. 
To be able to select becoming and appropriate cloth-
ing for one's self )54:116). 
Unit: Dinners for the family \ ~enth Grade) 
Subtopic - Food for all occasions. 
Objectives: 
~o develop the ability to plan, prepare, and serve 
adequate meals considering the family income. 
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To develop an appreciation of the duties of a hostess 
at home and at school on various occasions \54:212). 
Course in Personal Improvement 
(For girls who have not had ninth and 
tenth grade work ) 
Objectives: 
~o cultivate the desire and habit of being as attract-
ive as possible at all times. 
~o develop more attractive qualities so that we may 
live in harmony with others \54:226). 
Unit: Holpitality 
Objective: 
~o know how to be a charming hostess and a desirable 
guest (54:232). 
Course in Home Economics for Boys 
Objectives: 
~o be worthy of the respect and confidence of others, 
both in business and social life. 
r-·-----------. 24 
To be able to meet situations that arise in contact 
with other people with poise and good judgment \54: 
240). 
Of the thirty-six courses of study examined that have been 
published since 1920, twenty-two stated objectives for the 
etiquette topics introduced.· As has been previously mentioned 
some are very meager, merely mentioning the ability to serve 
simple meals \for the unit on foods} and to select and care for 
one's clothing \for the clothing unit). Others are as detailed 
as that of the Idaho Course of Study mentioned above. The 
course in home-making used in the Texas Public Schools, pub-
lished in 1932 states its objectives under three headings. 
Those pertaining to etiquette are: 
Home Economics III a 
Ob jeoti ves: 
Interest in 
Third Year High School 
l. Being a gracious hostess and guest. 
2. Entertaining in the home. 
3. Out of door entertainment. 
!deal ot 
l. Becoming a perfect hostess and guest. 
Ability to 
LPlan, prepare and serve at a given cost a luncheon 
and dinner for a special occasion. 
2. Plan and give a picnic. 
3. Plan, prepare and serve a buffet luncheon or 
supper, and a tea. 
4. Plan and give a party for a special occasion. 
5. Be a gracious hostess and guest \101:184). 
Objectives for etiquette content included in courses of 
study examined and summarized other than those for Home Eco-
nomics are: 
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1. Character and Conduct (Los Angeles, valifornia, 1926). 
1. Salesmanship 
Objectives: 
Preparation for a vocation. 
a. The pupil should demonstrate proper courtesy 
over the telephone. 
b. He should demonstrate proper courtesy in 
selling. 
c. He should learn that service is the neces-
sary goal of all selling (64:43). 
2. Occupations 
Objectives: 
Preparation for life in the group. 
a. The pupil should discuss the value in 
industrial life of: 
ll) cooperation 
l2) unselfishness 
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l3} courtesy 
l4) helpfulness 
(5) loyalty 
l6} leadership (64:36). 
3. Physical Education 
Objectives: 
Preparation for Life in the Group 
a. The pupil should gain capacity tor 
cooperation. 
b. The pupil should develop courtesy, hone sty, 
loyalty, poise, punctuality (64:38-39). 
4. Courtesy assumptions 
Objectives (general) 
a. We would have our pupil have the knowledge 
and the opportunities tor experiences that will best tend to 
bring about the realization of the worth ot morality and ot 
courtesy in its best and highest expressions, and the ability 
and habits of exercising such virtues as fully and abundantly 
as their original natures will permit. 
b. The chief essential for anyone in human 
society is the ability to meet the members of his group suc-
cessfully, to move gracefully and helpfully among his fellows, 
and to appreciate the rights of others, and to understand his 
duties to others which are inherent in the large group consc~ 
ness and vision. 
c. The ability to recognize one's own right 
and the duties of others toward one is also fundamental for 
successful life in the group. 
d. Each student, as a member of the social 
order, should deport himself in such a way as to bring comfort 
and happiness and ease to everyone (64:69). 
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II. Salesmanship and Advertising (Los Angeles, California, 
1925). 
Objective: 
To develop personali"tu. 
The purpose or the course in personal regimen in the 
Cleveland senior high schools is stated in the Foreword of the 
course by the Supervisor or Home Economics. Miss Adelaide L. 
van Duzer says: 
The general purpose or the course 
is to develop standards or living and 
appreciation or the value or personal 
and social development to the high school 
girl. MOre specifically, it gives her 
the desire to improve herself physically, 
mentally, and ethically; to develop 
knowledge of the world about her, lead-
ing to tolerance and broadmindedness; to 
develop the wish to form new contacts and 
the ability to adapt herself to her en-
vironment {28:3). 
The aims of the personal regimen course at South High 
School of Grand Rapids, Michigan are to aid the girls in de-
veloping personality and to equip them to "meet and make their 
way in the world when they leave school " (38:433). 
The list of objectives for the teaching of etiquette ob-
tained from another source than courses of study, namely, the 
thesis Approved Social Behavior~ Revealed !a Recent Litera-
~' by Clara H. Lorenzen, contains these: 
We may suggest, with reasonable 
certainty, some activities for which 
the curriculum should make provision. 
Expressed as abilities, these aotivi-
ties become the objectives for train-
ing children in aggreable and effect-
ive association with others. 
First, it is necessary for educa-
tion to provide experiences and train-
ing to develop in every individual the 
following ability: 
The abUi ty to express, in all his 
relations with others, certain funda-
mental attitudes, especially honesty, 
consideration for others, self contro~, 
and unselfishness. Education is also justified in providing, at least to a 
reasonable extent, training which will 
help to develop the following: 
The ability to entertain friends 
in pleasing ways, with due regard for 
their pleawure and comfort. 
The ability to respond agreeably 
as a guest to such entertainment. 
The abilit.Y to meet individuals 
graciously and easily on the occasions 
of a social visit and to conform to 
the proper conventions. 
The ability to be a helpful and 
agreeable member of the family group 
and to share in making home comfort-
able and happy. 
The ability to present a pleasing 
personal appearance by simple and appro-
priate dress, as well as by care of the 
person and graceful carriage of the body. 
The ability to carry on his general 
social correspondence in proper ways. 
The ability to converse with others 
in effective and pleasing ways. 
The ability to conduct himself at 
table in proper ways. 
The ability to keep himself physi-
cally fit, in order that he may take 
part agreeably and effectively in groups 
activities. 
The ability to conduct himself in 
public places in ways that are pleasing 
to others, and in conformity with social 
conventions • 
The ability to move in any special 
group, such as school, business, club, 
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or the group at games, in courteous 
and helpful ways. 
There remain a few other approved 
activities which should probably re-
ceive less attention in a curriculum 
of general education. Expressed as 
objectives they are: 
A wholesome and right attitude 
toward marriage and the preliminaries 
to it. 
The ability to serve the group 
properly in special ways on such oc-
casions as weddings, funerals or when 
a ch~perone is required. 
The ability to deal courteously 
and justly with servants. 
The ability to pertorm the cere-
mony of introduction on proper occa-
sions and in proper ways, and to ac-
knowledge such introductions in pleas-
ing ways (63:83-85). 
29 
A last source in which objectives for the teaching of 
etiquette were found is that of the personality classes of the 
Young Womens' Christian Association. The 1932-1933 outline 
states the aim of such classes to be: 
To develop the qualities of 
1. Relaxation 
2. Understanding of one's own abilities and needs 
3. Self-development 
4. Taste in clothes, general appearance, manners 
5. Courtesy (105:12). 
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CURRICULUM PROVISIONS FOR INSTRUCTION IN ETIQUETTE 
As far as curriculum provisions are concerned, little 
information has been found either as to time allotment or 
credit given for the study of etiquette as now taught in the 
schools. Since the subject is but a part of a larger course, 
in most oases, this lack of information is to be expected. 
Locating grade-placement, however, has been comparatively easy, 
since most of the units of the larger courses of which the 
etiquette topics are a part, are allocated to definite grade 
levels. Research has revealed the facts that table etiquette 
and the topics pertaining to the care and selection of everyday 
clothing are presented with the elementary study of foods and 
clothing, respectively, in seventh or eighth grades or both, 
while such units as social customs and dress for ~eoial occa-
sions are assigned to the eleventh and twelfth grades of the 
senior high schools. ln school systems that have home econom-
ics courses for boys the work is presented in the tenth, ele-
venth, or twelfth grades. 
A summary of the curriculum provisions of time allotment 
and credit given as gleaned from an examination of thirty-five 
courses of study reveals the following: 
1. Place and date: 
Idaho; 1g32 
~------------------, 31 
Unit of Course ot Study: 
a. Home Relationships 
Time: Twelve Weeks; 
two forty-five minute periods per week, or 
two ninety minute periods per week. 
Credit: Not stated (54:14). 
b. Making and Keeping Friends 
Time: two forty-five minute periods per d~, or, 
five ninety minute periods per week, for 
three weeks. 
Credit: Not stated \54:14). 
c. Food for special occasions. 
Time: two forty-five minute periods per day, or, 
five sixty-minute periods per week, for 
two weeks. 
Credit: Not stated \54:15). 
d. Home Economics for Boys 
Time: one fo~-five minute period, or, 
one sixty-minute period daily. 
Credit: not stated (54:14). 
2. Place and date: 
Louisiana; 1931 
Unit of course of study: 
a. Good behavior and politeness 
Time: Ten lessons. 
Credit: Not stated l66:26}. 
b. Everyday Manners. 
Time: Ten lessons. 
Credit: Not stated (66:56). 
3. Plaoe and date: 
Oakland, California; 1g32. 
Unit of oourse of study: 
a. Hospitality: 
Time: One semester. 
Credit: One-halt unit (80:104). 
4. Place and date: 
Texas; lg32. 
Unit of oourse of study: 
Teaching of Home-making 
a. Everyday Courtesies: 
Time: Ten lessons. 
Credit: Not stated (101:21). 
b. Personal Relationships: 
Time: Fifteen lessons. 
Credit: Not stated (101:104}. 
o. Entertaining: 
Time: Fifteen lessons. 
Credit: Not stated ll01:184). 
d. Dress for Special Oooasions: 
Time: Twenty lessons. 
32 
Credit: Not stated (101:208). 
5. Place and date: 
Cleveland, Ohio; 1931. 
Unit of course of study 
Personal Regimen: 
Time: One forty-five minute period daily, for 
two semesters. 
Credit: Academic \28:4). 
33 
34 
METHODS OF INSTRUCTION IN ETIQUETTE 
As in the case of the objectives and curriculum provisions 
for the teaching of etiquette, information on methods is like-
wise limited to those in use in recent years. And even of the 
few have been suggested in the courses of study of which eti-
quette is a part. The greater number of methods located have 
been found in magazine articles treating of the special courses 
in social training referred to in a previous chapter, and of 
the procedures in individual schools recognizing the need for 
such training. In the latter oases presentation of the topics 
for which there was a felt need is not limited to the work of 
any single department of the school organization; instead, all 
classes receive this instruction tor the same period ot time 
and from the regular classroom teacher. In the junior or sen~ 
ior high school this instruction is given during the home-room 
or division-room period. 
Types of sources ot methods found in use in the schools of 
today with summarized illustrations of each type follow: 
1. Courses of study in Home Economics Method (Syllabus of 
Home Economics for the High Schools of Lllinois, 1930): 
- --- -
Observe: 
a lecture-demonstration on table setting, table eti-
quette, and table service. 
Read: 
Table setting and equipment. 
Types of table service. 
Table etiquette. 
Participate in class discussion of: 
Readings. 
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Reasons for methods used in table setting, service, 
and etiquette. 
Duties of children in regard to the above. 
Table decoration. 
Ways of meeting unusual situations. 
Observe pictures showing table setting, service, and 
etiquette. 
Set a table for various meals. 
Give oral reports on assigned topics. 
Practice principles of table setting, service, and 
etiquette at home (55:23}. 
2. Courses of Study in Salesmanship and Advertising (High 
School Salesmanshi~ ~ Advertising, Los Angeles, California, 
1~25): 
Method: 
Different phases of courtes,y are first studied theo-
reoically and then demonstrated by students. Problems 
are those of actual need in the business world: 
~----------------------------3~6 
' 
Table etiquette. 
Street etiquette. 
Business office etiquette. 
Travel etiquette 
!ntroduotions, etc. 
Each problem is assigned to a group. Atter it has 
been studied the group then demonstrates it, following 
which class criticism takes place l55:27). 
3. Special Courses of Study in Social ~gimen lLongwood 
Commerce High School, Cleveland, Ohio): 
Method: 
{Situation: The graduating class had planned to give a 
dinner at the Womans' City Club. Many of the students 
had never eaten away from home except in the school 
lunch room. The need for training in table etiquette 
was apparent. The work of supplying the class with 
this instruction was assumed by the social regimen 
classes.) 
A floor plan of the City Club was drawn on the 
black board showing just where the lounges and check 
rooms were located. The menu was copied on the board. 
A table was set for six, three boys and three girls. 
The meal was demonstrated in pantomine, one of the 
personal regimen girls explaining each detail of table 
etiquette lll:432). 
~ ------------------------------------------------------------3-7-. 
4. Schools Providing General Instruction in Etiquette (! 
Homeroom .Meeting & Trout! .Tunior High School, New Haven, Conne 
- -
ticut): 
Method: 
Courtesy recommendations presented at the School 
Community Council were approved by the home-room club. 
The recommendations were divided into groups including 
courteous speech, greetings, messenger manners, intro-
ductions, courtesy to class members and to visitors. 
Reports of observation of neglect of classmates to put 
into practice courteous habits being studied were then 
made and dramatization of these points was conducted 
for practice purposes \59:200). 
5. Books l!l2!: 12. Teach Manners ll School Children, by 
Julia M. Dewey. ) 
Method: 
But however polite a teacher 
may be, the informal or unconscious 
teaching of manners is not enough. 
The school-room does not afford op-
portunity to exemplify all the nec-
essary practices in good manners, 
and there is no other way but to 
teach the various requirements of an 
accepted code with reference to act-
ual examples that may present them-
selves at any time in life \34:3). 
Other methods noted, but not included among those men-
tioned above, are courtesy clubs; citizenship clubs in which 
discussions on to iGs 
--
chosen by the principal ot a school; discussion of poster 
messages, and of famous characters from fiction and from life a 
to hero or heroine-making qualities; outside lecturers; compo-
sition of articles and compilation of booklets on "Our Class 
party" and "Our ~unior and Senior ~ntormal;" and personal 
conferences. 
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~~ACHER QUALIFICATIONS 
Since most of the course of study outlines in etiquette 
are but a part of those for instruction in home economics, it 
naturally follows that the teachers of the one are those for 
the other, and tha. t the qualifi oati ons for the teachers of home 
economics are those for the teachers of the etiquette topics. 
The one specification of the qualifications for teachers 
of social training found was that for the teachers of the 
personal regimen classes in the Cleveland Public Schools. 
A statement of these requisites by Adelaide Laura Van 
Duzer in the May, 1931, issue of the ~ournal of Home Economics 
--
follows: 
The right kind of a teacher is 
indispensable. She should be young 
so that she may appear to have some-
what the same problems as her pupils; 
tactful beyond the ordinary, since 
the subject will demand constant ex-
ercise of suggestion without offense; 
modern in her dress and attractive in 
general appearance so that her sug-
gestions and criticisms will be respect-
fully received. She should have an 
adequate social background so that she 
can speak with authority without turn-
ing to the etiquette book, and a mind 
flexible enough to see the real need of 
such teaching and to make use of modern 
methods of procedure. And she must 
have the initiative of a pioneer, to-
gether with the knack of tying small to 
larger issues. We have found some 
such teachers, but we have also 
discovered that not all good home 
economics teachers are equally 
suited to teaching personal regimen 
\103:428-29). 
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CHAPTER IV 
THE REPORT OF THE JURY 
It bas been stated that the initial step in this piece of 
research was the preparation of a list of etiquette topics, and 
that the sources of these topics were books on etiquette, maga-
zine articles, and courses of study. 
The reasons for the choice of references used are: 
1. They represent the observations and experiences of 
those best informed on the sUbject. 
2. They are an epitome of the approved customs and con-
ventions of society. 
3. They treat both of children and adulta. 
4. The courses of study give an idea of the extent to 
which etiquette is taught in the public schools of the country. 
The J'ury 
The instrument decided upon to validate the tentative list 
of topics and to allocate them to the various grades of the 
junior and senior high schools and before seventh grade, as was 
stated in Chapter 1, was a jury of experts. Of the twenty-four 
requested to act on the jury, twenty accepted but the check 
lists of five of them were not received in time to be compiled. 
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In their letters of acceptance many of the jurors expressed not 
onlY a willingness to act on the jury, but an eagerness to work 
on the project as well. A glance at the check list in Table I 
will indicate the magnitude of the jury's task. 
Each person accepting membership on the jury was mailed 
two copies of the oheok list lone to be returned, the other to 
be kept for his own files) and a set of instructions for guid-
ance in completing the work. A copy of these instructions is 
found in Appendix A. The personnel of the jury is found in 
Appendix B. 
'fhe Check L1 st Form 
That the jurors might have no doubt as to the nature of 
the work expected of them samples of the form on which they 
would indicate their judgments were enclosed with the letters 
requesting them to accept membership on the jury. This form 
was a table of twenty columns arranged in three groups, the 
first headed Etiquette Topics; the second, Grade Levels; and 
the third, Degree of Importance. ln the Grade Levels group 
there was a column for each grade of the junior and senior high 
schools as well as one for before seventh grade. Cognizance 
was taken of the fact that certain topics were appropriate for 
boys only while others were suitable just for girls. The Degree 
or Lmportance group contained columns that made possible the 
classification of the topics as extremely desirable, desirable, 
Table I 
Characteristics of the Cultured~ Numbel" 
~. I gow regard for the rights and feelings of ot J"u.,.or-
• others forms the basis ot good behavior . •••••• 1.3 
II. HOW self-respect influences one's conduct 
toward othe-r-s • . ••.••• ~ ................ , •.••••••• f.~ 
• 
III. How simplicity and unconsciousnes~ of self 
are qualities of a true lady or gentleman • •••• ~( 
IV. WhY thorotig}'lbred men and women are as courteous 
to those l~ss fortunate in worldly position as 
they are to those more fortunate •••••••••••••• ~ 
J. Horne. 
I. Co~rtesy to one•s family: 
1. Why "Good Manners" in the home require 
habits of: 
a) Obedienee. ••••••••••••••••·•·••••••••/~ 
b) Cheerfulness ••••••••••••••••••••••••• /~ 
c) Cordiality. ••••••••••••••••••••••••••J~ 
d) Loyalty. . ..••.•.•. ., ..••.•.....•.••.•• J ~ 
e) Forbearance. ·•••••••••••••·••••••••··'~ 
!) Kindness. •••••••···········~····~··••;~ 
g) Thoug}'lt!ulness. •••••••···············'' 
h) Respect for the privacy of others' 
-trlail • • ••••••••••••••••• • •••••••••••• ... I~ 
i) Respect for the desire tor privacy of a 
member of one's familY indicated by a 
closed door • ...•.....••....••... .• , .• J~ 
2, When members bf a household should refrain 
from noise. , •••••••••••••••••••.•••.••••••• 
a) During the illness at home of one of 
its members . •.•.•.•.••.•.••.•.••••..• (q 
b) When closing d.oors. • ••••.•••••••••••• t'J 
c) When one ot its members is so occupied 
that noise would disturb him • •••••••• /J 
3. When and how to use the radio. • .......... I~ 
4. When one may harbor pets in the home • •••• i~ 
5. How pets should be managed when guests 
are present. . . , ••.....•... , ••.•.•.••. ~.,. ''i-
6. How to treat guests of all members of 
one's family. •••••••••••••••••••••••••••·'~ 
7. How discourtesy may be shown: 
a) lhen one visits without being invited.'~ 
b) iVhen one enters rooms in a friend's 
home other than those to which one 
has been taken. •••••••••••••••••••••·~~ 
c) When a visitor remains at a friend's 
house though guests were present on 
his unexpected arrival •••••••••••••• /~ 
GRADE LEVELS 
(> () () 0 
'7 
7 l/-
7 '/-
DEGREE OF 
IMPORTANCE 
(-2, Extremely Un-
desirable; -1, Unde-
sirable; 0, Doubtful: 
+1, Desirable; -:• 
Extremely Desirable : 
SP, Desirable in Spe: 
cia! Cases.) 
-1-2 0 +1 H SP 
I~ 1~ I I 
d <3 ~ f(., 
~ e":' ' 13 
~~~ Cc 13 
11~ 7,c- I e": 
g I 7'" /~ 
~I 7. I I 
~II 7.;. I?. 
j'1,3l(;~ 13 
,~ 31 13 
(c 3( 14 
{,j 31 /3 
5 '1. 11 
fj 
~~ /~ /3 
117/ 1/ ll/ 
1 :1 a'i II 
Vt 
4-d 13 
I~ 
~l o( /If 
j 
I'U 3l /.J 
(continued) 
9. How refined people treat: 
a) The telephone operator. • ••••••••••••.• /') 
b) Telephone subscribers sharing 
one •s party wire ••••••.••••••••••••••• ('/. 
c) Anonymous telep~one messages •••••••••• ~~ 
10. Why family affairs are not discussed out•ida 
the family circle ••••••.•••••.•••.•••••.•• /~ 
11. ~:lhy exhibitions of lack of self-control are 
bad form at any tim~ and in any place, •••. /~ 
12. Why cultured persons do not have "company 
manners." ................. e ••••••••• ' •••••• '~ 
13. How to avoid embarrassment by refraining 
from: 
a) Chewing gum • ••••.•.••. , •.•.•••• ~$., •••• ~~ 
b) Coughing and sneezing without covering 
one 1 s mouth • ........................... • l ~ 
c) Breathing in another's face • •••••••••• l~ 
d) Eating foods that taint the breath •••• ~J 
e) Rude curiosity. ••••••••••••••••••••••·i) 
f) Fingering another•s property, ••••••.•• i~ 
II. Table manners: 
1. How to appear at table • •••.••••••••••••••• l~ 
2. llhat common table courtesy includes. ···•··'~ 
3. How to sit at table ••••••••••••••••••••••• /~ 
4. How a gentleman assists a lady to be seated 
at table, ., ..... .,_••cr••••P•••••••••••••••••·'V 
5. How ladies seat themselves at table when 
unaccompanied by gentlemen •••••••••••• ~ •••• 1 
6. How a lady and gentleman proceed to a table 
in a restaurant when an usher is not 
present. ••••••••••••••·•••••••••••••••••••/f 
7. How a lady and gentleman pro.~eed to a table 
in a restaurant when an usher is present • • It 
8. How to treat visitors at one's table in a 
restaurant or public dining-room •••••••••• /~ 
9. '3hen a gentleman should pay the bill it in 
the company of a lady in a restaurant. • ••• /} 
10. 
, 
'}hen a lady in a restaurant will not permit 
a gentleman acquaintance to pay for her 
meal • •.•.•.•.•.•..•.•.•...•.•.•..•••.••••• /'/ 
11. How to leave the table •••••••••••••••••••• ~1 
12. How to set a table. •••••••••••••••••·••••••1. 
GRADE LEVELS 
DEGREE OF 
IMPORTANCE 
(-2, Extremely Un 
desirable; -1, Unde 
sirable ; 0, Doubtful 
+I, Desirable; +2 
Extremely Desirable 
SP, Desirable in Spe 
cia! Cases.) 
·1·l! 0 +1 H SP 
7 
?.. 7t It 
~1 'I~ IJ 
¥ :r ~~ 
~3 s~ 11 
~i ff 1?. 
~16( /?, 
1!,3 lj7_ /II 
7V.~ 7 
f 17 {~ 
rz f 1 c. 
7 • 7 l'f 
CHECK LIST OF TOPICS 
14. How to hold one's silver. ............... . I J 
15. When to use each piece of silver. ........ /, '{ 
16. How to use a bread and butter plate. •••. • /'1 
17. How to hold a eop. •••••.•••••••••••••••.• (J 
18, How to hold a glass ••••••••••••••••••••.• /3 
19. When the fingers may be used in eating • •• i~ 
20. How to use a finger bowl. ••••·••••••••···'' 
21. When to use a finger bowl •••••••••••••••• /J 
22, How one should place his silver at the 
conclusion of the meat course • ••••••••••• i3 
23. How one's place at table s~uld look 
at the conclusion of a meal • ••••••••••••• 13 
24. How to present dishes • ••••••••••••••••••• 11 
25. What to do when accidents occur at the 
table •••••••••••••••• o ••••• 8 ....... ••••••• IS 
26. What to do when articles are dropped ••••• /~ 
27. How to ~lear the cloth for dessert •••••••• ~ 
~8. How guests should be seated • ••••••••••••• !a 
29, How to act in the school cafeteria ••••••• ~¢ 
Conversation. 
I. How the voice should be controlled • •••••••••••• C~ 
• How a display of interest improves conver~ation,/~ 
III. How responsiveness improves conversation ••••••• !~ 
IV. Wh•t the better speakers and writers think of 
slan.c. • ~ •••••••.•••••••••• , ••••••••••••••••.•••• t~ 
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v. How e~aggeration weakens conversation • ••••••••• !.~ ~I 
VI. How affectation weakens conversation ••••••••••• /~ 
VII. 'Thy one should refrain from monopolizing 
conversation. ••••••••••••••••••••4•••••••-·•••·1.~ 
VIII. ':/hy one shQuld never interrupt a conversation 
without a justifiable cause. ·····~········•·•··L1 
IX. How one witha justifiable reason tor so doing 
may interrupt a conversation ..................... 1'1. 
X. ':Jhy tho$e. who contradict others are branded 
unm,~nnerly. , ••• •• •••••••• , •••••••••••••••••••• • 1'1-
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CHECK LIST OF TOPICS 
XI. ~hen the rules of correct behavior permit 
one to contradict, and how it is done • ••••••• 11 
When argumentation \s permitted ............. •• JJ 
Why dogmatism is barred from the conversa~ion 
ot the cultured • •..•••••••••.••••.••.•••.•••• !.~ 
Why humor in conversation is valuable • ••••••• (~ 
'Nhen humor is not humor ••••••••••••••••••.••• /J 
Why cultured persons of wealth do not ~ake 
their riches a topic of conversation • •••••••• /3 
Why money, except in business transactions, is 
not on the list of approved subjects for con-
versation • •.••.•••••••.•••••••••••••••••••••• 11 
Why the following are not approved topics for 
conversation; .. , , • . • • . .••..• 
1. One's self. ••••••••••••••••••••••••••••·•1.1 
2. One's ills. ••••••••••••••••••••••••••••••1.1 
3. Unpleasantnesses. ••••••••••••••••••••••••1.3 
4. Unkind mimicry. •••••••••••••••·•·••••••••1.1 
S. Destructive criticism • ••••••••••••••••••• 11 
0. Preaching. ••••••••••••••••••·······~·····'~ 
7. Topics understood by just a tew in a 
group. . .••••...•••...•...........•..•.••. t'l 
8. Money, except in business. ~ •••••••••••••• IV 
Why the truly cultured do not proclaim their 
acquaintanceship with persons ot wealth or 
distipction • ••••..••••••.•••••••••.•.•.•••••• /$ 
, D. Perse>nal Appearance. 
I. How personal cleanliness aids appearance • ••••• l1 
II. When and how cosmetics should be used. ········' 
III. How clothing should be cared for: 
1. ~1hen in use~ •••.••••.•.•••.••••••••.••••. /~ 
2. iVhen not in use. ••·••••••••••••••••····•·/~. 
IV. How one should dress for: 
1. Meals at home. •••••••••••••••••••••••••••·iJ 
2. Meals at a restaurant. ••••••••••••••••••••ff 
3. School. •••••••••••••••••••••••••••••••••··/) 
4. Business ••••••••• , •••••••••••••••••••••••• tJ 
5. Sports~ •••••••••••••••••············~····•~~ 
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CHECK LIST OF TOPICS 
6. The street •••• , ••• , •••.•••••••••••••••• /). 
7. Afternoon Partiee •••••••••••.•••••••.••• /0. 
8 • Teas • • • • • •• , • . • • • • • • • • • • • • • •••••••••••• • 1. • 
9. Formal.di~ners •••••••••••••••••••••••••• tl.. 
10. Informal 'company" dinners ••••••••••••• //. 
11 . "Company" 1 unc heons. • .................. • /0. 
12 • Dane e s • • •••••••• ~~ •••••••••••••••••••••• /I. 
13. 7eddings • •••••••••••••••••••••••••••••• /~. 
14. Travel at home ••••••••••••••••••••••••• !?. 
15. Travel abroad • .••.••••••••••••••••••••• !~. 
16. We~k-end gatherings • ••••••••••••••••••• (0. 
one's dress is designated "chic."••••••••··'· 
• When one's appearance is termed vulgar ......... //. 
, How much one should spend on clothing. • • • ••••• /.{/. 
, How one should sit, stand, and walk ••••••••••• 4'/. 
tesy at School. 
I. '.7hat school spirit means ••••••••••••••••••••• • ~1,. 
II. ':lhat courtesy to instructors includes •••••••• J}. 
• How to aet: 
1. In corridors • ••••••••••••••••••• ~ •••••••• J-1 
2. In classrooms. ............................ /t.. 
3. In the assembly hall. .••..•••..•....•••• • I!/. 
4. In the library. .••..••.•.••.•....•••.•.•. { '1. 
5 .• In the cafeteria. .......•....•.....•..... t1. 
6. At recreation. •••••••••••••••••••••••••••!U. 
Correspondence. 
I. What the correct in writing materials may 
inc 1 ude • • ..................................... • It,, 
How a letter is folded •••••••• ·• ••••••••••••• J.3. 
II. How a letter is placed in an envelope • ••••••• .1.3 
IV. What forms of address one should use in 
letter-writ~nc. ••••••••·•······•····••·····~~/1. 
v. ·.fuen a post-script·ia 1rr,itten~ .,,,, •••••••••• ./J. 
VI. 'Nhen a super-scription is Wl"itten* •••••••••••• ~ 
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CHECK LIST OF TOPICS 
'Nhat letters contain that everyone loves to 
receive .... ·······-········ •••••••••••••••••• )~ 
How the form of the business letter is 
"tt ' jd wr1 en. • ••••••••••••••••••••••••••••••••••• 7. 
IX. How the complimentary close of a business 
letter is worded .......................... •• 1:/. 
X. How one signs a business letter .•••••••••• .IH. 
XI. How the content of business letters differ 
from that of social and friendly letters • •• l~ 
How to write a friendly letter ••••••••••••• //. 
What sequence of pages is followed in a 
friendly letter • •••••••••.••••••••••••••••• 11 
How the complimentary close of a friendly 
letter is worded. ••••••••••••••••••••••••••11 
XV. How the complimentary close of a letter 
to an acquaintance is worded • •••••.•••••••• /1 
How to write a letter of introduction •••••• /~ 
I. How to write a letter of recommendation •••• ~ 
II. When letters of recommendation may be re-
quested ••••••••••••••••••••••••••••••••••• • /J 
How to write a letter of condolence • ••••••• (~ 
XX. How letters of condolence are acknowledged. t~ 
How to write a letter of congratulation • ••• /l 
I. How letters of congratulation are acknowl-
edged •••••••••••••••••••••••••••••••••••••• /J 
When letters of condolence and congratula-
tion are acknowledged, ··•····•·•···~·••••••)) 
XXIV. How to write letters ot thanks. •·•~··•·•···'~ 
IIV. When printed cards of thanks may be used • •• 1.1. 
XXVI. When the receipt of a gift should be 
acknowledged ••••••••••••••••••••••••••••••• (f 
Social Life in General. 
I. Introductions: 
1. How young boys are introduced to young 
girls ................................... ~'/ 
2. How boys of high school age are intro-
duced to girls of the same age ••••••••• ~1 
3. How a young person is introduced to one's 
parents •••••••••••••••••••••••.•••••••• (1 
GRADE LEVELS 
Be7';h 7 8 9 10 11 12 
a G iGBG" 8GB"GiG8G 
48 
DEGREE OF 
IMPORTANCE 
(-2, Extremely Un· 
desirable; -1, Unde· 
sirable; 0, Doubtful· 
+1, Desirable; +2' 
Extremely Desirable: 
SP, Desirable in Spe: 
cia! Cases.) 
·1 ·2 0 t1 +t SP 
II 
/j 
CHECK LIST OF TOPICS 
4. How ~ gentleman is introduced to a 
lady. • •.....•.•.........••.....•...... • l ~ 
5. How a lady is presented to a churchman. /J 
6. How a lady is presented to the President 
of the United States • •••••••••••••••••• /! 
7. How to introduce one's self at social 
gath-erings. • • • •..•..•••.•••..•....•••.• /J 
8. How to introduce one's self in the 
business world ••••••••.••••••• , • , •••••• • l?.. 
9. How to introduce an individual to a 
large group • •....•...•.••..•..•.•...•. • /J 
10, How to introduce a tuest to a small 
group • .•...•..•••.••.••.•••..•.....•••• (.} 
11. How to acknowledge introductions • •••••• 11 
12. How a letter of introduction is presented/' 
13. How a letter of introduction should be 
treated by the person to whom it is 
written. . .•...•..... * •• , ••• • •. • • • • • • • • • ·'' 
14. What to say when taking leave of a person 
to whom one has just been introduced • ••• 11 
15. When to shake hands on being introduced. i1 
16. How to shake hands • ••••••••••••••••••••• 11 
17. When introductions are nec;essary: 
a) At a social gathering all guests must 
be presented to the guest of honor • • /0 
b) At a dinner all ~entlemen must be 
presented to the ladies whom they are 
to "take in" to dinner ............... /IJ 
c) At a social gathering members of a 
small group who are to sit together 
must meet each 9ther. ··•••••••••••••II. 
d) All guests at a house party must be 
introduced to each other •••••••••••• ~ 
e) At a dance or other social affair one 
who has requested an invitation for a 
friend must present this friend to 
the hostess, •••••••••••••••••••••••• {~ 
18. When introductions are not necessary: 
a) When the introduction may not be 
agreeable to both parties • ••••••••• fa 
b) When a visitor is leaving a drawing-
room he is not presented to one 
just arriving •••••••••••••••••••••• /{ 
c) When two ladies who are out walking 
meet a third known to but one of 
them the lady not acquainted with the 
third person walks on slowly • ••••••• i 
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(continued) 
19. How to reply to the greeting of a 
person whom one has known but,!or 
the moment, has forgotten ••••••••••••••• /.~ 
20. Why business visits such as personal 
calls for donations to charity are 
not introductions • •••••••••••••••••••••• 1~ 
II. Visiting: 
1. Country-house Party: 
a) How a host and hostess greet their 
guests. . .•.••...•....••.. ~ .•. o- "' ••••• (~ 
b) '!/hen a guest may be invited tbQ1Jgh a. 
private room tor him will not be 
available • ••••••• ; •••••••••••• 5 •••• 10 
c) ':ihat the hostess of a large country 
house provides in the guest room ••••• ~ 
d) How the guest card aids the hostess of 
a house party of many guests in provid-
ing tor the individual preferences of 
her guests. ··········••••••••••6••••7. 
e) Who are invited to a party at a country 
hous·e . ................... ~ ..••.•• ~ .• .• 7. 
!) What the popular country house pro-
vides •••••••••••••••••.•••••••••••••• f 
g) What the sought-after guest does •••• // 
h) What the courteous host does, ••••••• /~ 
i) "Jhat the knowing hostess does~ •••• ~ • • 1 
j) What guest·room service in a small 
country house includes ••••••••••••• $.! 
k) How breakfast in a small country house 
differs !rom that in a large one • •••• i 
1) How and whom one tips in a small 
country house. ••···········~········'~ 
m) How tipping in the large country house 
differs from that in the small one • • /f. 
2. Calls: 
a) How to make first visits • ••••••••••. /L 
b) How to enter a drawing·room when 
making a call. ••••••••••••••·••·•···'( 
c) How long a call may last •••••••••••• £~ 
d) What to do when a caller arrives • ••• JJ 
e) What to do when a caller leaves • •••• IJ 
f) How a servant dismisses a caller 
whom her mistress does not wish to 
see. •••••••••••••••••••••••••••••••••7 
3. Visiting Cards; 
a) What Etiquette rules concerning the 
size. material, and engraving of a 
vis!ting card •••••••••••••••••••••••• 9. 
b) How men's cards differ from women's. ,g 
c) How names and titles should appear on 
visiting cards. ••••••••••••••••·•••••q 
d) "Nhen and how visiting cards are used 
for: 
(l) Invitations ••••••••••••••••••••• f. 
(2) Messaces of congratulation • •••• i. 
(3) Messa.ces of condolence ••••••••• 2. 
( 4) Metf8a1es of regrets. • ••• • ••• • • • r. 
{5) Announcements. •••·••••••••••••·i• 
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'6) Acceptances: 
(a) Formal • ••..••••.•.••••••• ~. 
(b) Informal ••••••••••••••••• 1. 
e) 1hen visiting cards are left upon 
making calls. •••••••••••••••••••·••1. 
f) 'Nhen more than one visiting card is 
left upon making calls ••••••••••••• 9. 
III. Entertainment: 
1. Formal dinners in a Great House: 
a) How to select the guests ••••••••••••• ( 
b) ·Nhen a guest list may be borrowed. • •• 'Z 
c) When a dinner engagement may be 
broken. •••••••••••••••••••••••••••••(4 
d) How the hostess fills in a last-
minute broken dinner engagement ••••• ~ 
e) 'Nhy the table service should be in 
keeping with the dining-rQom furniture7 
f) What courses the menu includes ••••••• ? 
g) What the dinner hour may be • ••••••••• i 
h) ~at the duties of butler and wait-
resses are. ••••••••••••••••••••••••••( 
i) What the ever-present plate may be ••• ~ 
j) How the correct order of serving the 
guests may vary ••••••••••••••••••••• ~ 
k) When a double-service is necessary •• '-/. 
1) How the couble-service is managed • •• d. 
m) How glasses are filled ••••••• o •••••• I/. 
n) When glasses are filled and refilled.4. 
o) How a gentleman learns who his dinner 
partner is to be. • •••• o ••••••••••••• {.. 
p) How the sidewalk, hall, and dressing 
rooms are made ready tor the guests. ~ 
q) How the drawing-room is used before 
and after the dinner • • •••••••••••••• ?. 
r) How the guests are announced. ·······'· 
s) How dinner is announced. ············'· 
t) What the host's duties are • ••••••••• C. 
u) ·:ihat the hostess 1 duties are. • ••••• • {.. 
v) What the characteristics of a skilful 
hostess are • ••••••••••••••.••••••••• ~: 
w) How the guests enter the dining-room.?. 
x) \Vhat the tardy guest does ••••••••••• $. 
y) Where the ladies put their gloves and 
napkins. • ....•...•..•...•.•.....•.•. ~. 
z) 'Nhat "turning the conversation" means, 
and how the hostess manages it •••••• ~ 
a') 
b ') 
c ') 
d ') 
e ') 
How enemies conduct themselves at 
tab 1 e • • ••••••••••• '* ••••••••••••••• .._. r. 
How complicated dishes are attacked. ~ 
How the guests leave the dining room. 1. 
Where the gentlemen smoke. • ••••••••• ..?. 
What forms after-dinner entertainment 
may take. ••••••4••••••••••••••••·•··~~ 
How and when the guests leave •••••••• f 
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CHECK LIST OF TOPICS 
2. Formal Dinners in a Small House: 
a) How a formal dinner in a small 
house is similar to a formal 
dinner in a great house. •••••••••·••·~ 
3. Little Dinners; •• 
a) What a "1 i ttle dinner" is. , ••••••••• • f. 
b) Why the "little dinner' is regarded as~ 
the pleasantest of all dinners, •••••• 1. 
4. Teas and Afternoon Parties: 
a) How the tea table 1~ set. •·•·••••••••;: 
b) What a tea menu may include. • •••••••• j; 
c) How tea is served. ••·••••••••••••••••~ 
d) How a guest manages the refreshments 
offered at tea. •••·••••·•••••••••••·•l.l 
e) How a garden party is conducted •••••• / • 
.5. Luncheons: 
a) How a formal luncheon differs from a 
t ormal dinner. • • , ••••• , ••••••• , ••••• t.. 
b) How a formal luncheon differs from an 
informal one. • •••••••••• , •• , • , •••••• (:. 
c) What "stand up" 1 uncheons are ••••••• t. 
6. Suppers: 
a) What a supper is. •••••••••••••••••••Jr 
b) Who the guests may be. • • , , •••• e •• • •• ~ 
c) How a supper table is set ••••••••••• $.;. 
d) What a supper menu may include, ••••• S; 
e) What the service entails •••••••••••• ~; 
7. Breakfasts: 
a) How a formal breakfast differs from 
an informal one. ••••••••••••••••••••~ 
b) What the formal breakfast hour may 
be, •••• , ••.•••.•• , •••••.•••.•••.•••. r. 
8. Stags or Bachelor Dinners: 
a) Why they are given. •••••••••••••••••JI. 
9. 
b) When they are given • ••••••••••••••• JJ. 
c) Where they are given •••••• ; ••••••••• ~!. 
d) How they are given. • •• , ••••••••••••• ''· 
The 
a) 
b) 
c) 
d) 
e) 
f) 
g) 
h) 
i) 
n 
I 
Dance: 
What preparations a dance in a private 
house requires. • •••••••••••••••••••• fl. 
What preparations a dance in a hotel 
or public ballroom requires • •••••••• 11. 
How to word the invitations •••••••• /~. 
How to acknowledge an invitation, •• /~. 
How and when an invitation may be 
requested • .....• , •.....•..•.•.•...• Jl. 
When a dance list may be borrowed ••• f. 
What the correct dancing position is.!~ 
When a gentleman offers his arm to a 
lady on the dance floor • •••••••••••• L~ 
What the duties of a hostess at a 
dane e are • . ••.•..••..•..••.•...••••• £. 
How dance programs may be fille4, ••• /~ 
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k) ·~vhen a gentleman may "cut in" •• , ••• • f.~ 
1) How a lady indlcates that she does 
not wish to change dancing partners 
during a dance. ••••••••••••••••••••••7 
m) What Etiquette says about "sitting out" 
dane e s. • , •••••••..•....•.•.•. , • ~ .• •. , J 1 
n) How a gentleman asks a lady tor a 
dane e , .•. , .•. , ..••.•. , .•• • ....... , •.• J J 
o) How a gentleman thanks a lady for a 
dance. . ....•• , ••.. , .•.•.•....•.•.••• )J 
p) How the rules of propriety govern the 
young girl at a dance. ••••••• •••••••• ;, 
q) How a young couple go to and return 
from a dance •••••••••••••••••••••••• .II.. 
10. The Opera and Theater: 
a) What correct behavior demands of: 
(1) The occupants of a box at the 
opera.. • •••.•••••.•••.•.•.•••••• /o 
(2) Those in the toyer of the opera 
house • . ...•....•....•. o • , •••••• /¢ 
b) Where the world of fashion is seated 
at the opera. . ............•.••••..•. /Q 
c) What an opera-goer may do after the 
performance. . •..•...•..•.••.•....••• • IIJ 
d) How a couple goes down the aisle of a 
theater or church: 
(1) When an usher is present ....... ii: 
(2) ~hen an usher is not p(esent ••• 1.4 
e) Why a gentleman takes the aisle seat 
in a theater or church rather than the 
1 ady. . .•..••..•••••.•• • •••. , •••.••• , .I;: 
f) What one should do if late !or a theat-
rical performance ••••••••••••••••••• • (?; 
g) Why one should retrain !rom talking 
during a church service or theatrical 
performance • • •••••• , •••••••••••• • ••• .1!/ 
h) Who the occupants of the boxes in a 
theater usually are. •••••••••·••••••·/~ 
i) How to entertain before the play • •••• M 
j) How members of a small theater party 
may meet. • .••••••• , , •••••• , ••••••••• jp 
k) How a hostess arranges for the seatin~ 
other guests in the theater. ••••••••~ 
1) What good behavior demands of a bored 
audience •••••••••••••• ~ ••••••••••••• // 
m) How consideration may be shown to those 
sitting behind one at the movies, ••• /U 
n) How to pass in front ot those already 
seated at the movies, •••••••••••••••11 
o) Why one should never explain a picture 
at the movies. •••••• •••••••••••••••• .!U 
p) Why those of refined manners never eat 
in a theater, movie house. or audi-
torium ot any kind, •·•••••••••••••••/¥ 
q) How a bachelor gives a small theater 
party • • ••• ., • ~ •.•• ~ •.•.•••.•••• , •.•.. /~ 
r) How a marf1ed couple may entertain a 
small theater pa.rt7. • ••••• • ••• , ••.• , 1 
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ontinued) 
11. Games: 
12. 
a) What good sportsmanship at public 
games means • • •••••••••••••••••••••••• ~'/ 
b) Why hissing and booing are never prac-
tised by the truly cultured •••••••••• .'.4 
c) How to conduct one's self at public 
games or contests •••••••••••••••••••• • Jsl 
d) What one should do who cannot control 
his temper during public or private 
games or contests. • •.••••••.••••••••• • 1~ 
e) How public grounds should be left after 
having been used for pleasttre • •••••••• 1.1 
f) How one should conduct himself at: 
(1) The card table. • •••••••••••••••• ltf 
(2) The golf course, ................ ~1 
(3) The tennis court •••••••••••••••• ~( 
The House-party in Camp: 
a) How one should dress ••••••••••••••••• ?. 
b) What "roughing it" means ••••••••. , ••• ~. 
c) How the rules of Etiquette are relaxed 
in the camp dining-room. • ••••••• , •••• '1. 
d) 'Nhat form camp amusements may .take ••• i. 
e) How camp guests should deport them-
selves. ················~·········••••tj· 
13. In vita ti ons: 
a) How to write an invitation for: 
(1) A large theater party. ••••••·•···~ 
(2) A small theater party. ••••· ••••• ~. 
(3) A wedding ••••••••.••••••••• , •••• '/. 
( 4) A ball • • •••••••••••••••• 8 ••••••• 1. 
(5) A reception. •••••e••·••·····•·•·<j'· 
(6) A country-house party ••••••••••• f. 
b) How a formal invitation differs from an 
informal one •••••••••••••••.••••••••• a 
c) When one may issue an invitation by 
telephone. • •••••••••••.•••••••••••••• /.~ 
d) How replies to the various forms of 
invitations are written • ••••••••••••• 11 
e) When a lady or gentleman should not 
accept invitations to social gatherings./3 
IV. Good manners on the street: 
1. How one should behave in a crowd, •••••••• !~ 
2, When a gentleman raises his hat: 
a) '\'lhen he meets a woman acquaintance. • .'# 
b) When he meets a gentleman acquain-
tance. • •••• • • •.•••• , ••.••••••••••••• /~ 
c) When he meets a gentleman of distinc-
tion ................................... • I.J 
d) When he is in the company o! a lady 
and she speaks to another lady or 
gent 1 eman. • ••••••••••••••••••••••••• iJ 
e) When he is in the company o! a gentle-
man who greets another lady or gentle-
man.. • ••••••••••••••••••••••••••••••• • lj . 
f) When taking leave of a lady. ••·····~·/; 
g) When he is in the company o! a lady, 
and a gentleman known or unknown per-
forms a courtesy for her. • ........... j$ 
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(continued) 
3. When a gentleman uncovers his head: 
a) ·~vhen the flag is passing by. ••••••••. • I.~ 
b) When he enters a house. •••••.•••••••••• /.a 
c) When he enters an elevator. ........... /J 
d) When he walks in corridors. ........... ~~ 
e) When he stops to talk to a lady on the 
stre9t. ••. ., •••.•.•..•••••••.•••••••• • •• IJ 
4. When a gentieiLan does not remove his hat in 
corridor.s and e:!.evators •••••••••.•••••••• • .13 3 
5, 'Nhen gentlemen perform courtesies for women: 
a) When passing through the same doorway 
he opens the door and permits her to 
enter first, whether he knows her or 
not • • ..........•.•.........•.•.....••. /J 
b) 'Nhen a woman drops an article he picks 
it up for her whether he knows her or 
not ••.•.••.......•...•..•...... e •••••• /3 
c) When in the company of a woman he carries 
her coat or package she may be holding.{~ 
6, How a lady acknowledges courtesies performed 
for her. ••··•••••••••••••••····•••••••••••..1 
7. How a gentleman addresses a lady when he 
meets her in public or private • •••••••••• It 
8. 'Nhy staring at others is considered ill 
mannered. . ..• , ............ ~~ ...•••.••...... ~LJ 
9. How the considerate motorist: 
a) Obeys traffic rules ••••.••.•.•••••• , .1.1. 
b) Cooperates with others on the road • •• Lq 
c) Lets others know the car is ready, ••• 4~ 
d) Treats those he has invited to ride 
with him. • .....••...•.•....•. , .•...•• ~4. 
10. How the guest of a motorist responds to the 
generosity of his host •••• , •••••••••••••. JJ 
11. How the thoughtful motorist considers the 
rights of others when he parks his car • •• l!/ 
12, How the considerate pedestrian regards: 
a) The rights of the motorist • •••••••••• Jd 
b) The rights of other pedestrians. • •••• ,1.'-/ 
13. Why people of refinement do not push, nudge, 
or slap others on the back, ••••••••·•••••// 
14. How the well-bred person: 
a) Boards public conveyances • •••••.••••• J$ 
b) Conducts himself in public conveyances/) 
15. How youths behave toward elders in crowded 
public conveyances. ••••••••••••••••••••••/U 
l6. How a gentleman behaves toward a lady, 
young or old, in a crowded public convey-
ance. •••••••••• •••••·••••••••••••••••••••/J 
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(continued) 
17, How a lady or ,entleman should treat a 
tired workman in a crowded public convey· 
anc e • • , ••• , , ••• , ••• , • , • , •••• , ••••••••• .- , • ~ tJ. 
18, Where a gentleman walks when in the company 
of a lady or ladies on the street, ••••••• IV 
19, 'Nhen a gentleman offers his arm to a lady 
on the street ••• , , •••••••• , • , •••.•• • •• , • •• t3 
V, Good manners while traveling: 
l, How one should deport one's self on a rail-
way train, •••••••••••••••••••••••••••••••)'1 
2, How traveling restrictions are relaxed on 
a transoceanic voyage, •••••····~····~··•··~ 
3. How the etiquette of the dinin, saloon of 
the steamer differs !rom that of the diner 
on a railway train·. •••••••• •••••·•··•····'G 
4. 1hy the amusement of young children should 
be provided tor on a lengthy trip by land 
or water. , , •••• • .... • •••••••••••••••••••• • ·.JQ 
5. How a young woman traveling alone conducts 
herself, ••••••••••••••••••••••••••·••·•·~·' 
6. How to register at a hotel, •••••••••••••••7 
7. Whom one should tip when traveling • ••••• ~JJ 
8, How much one should tip, •••••••••••••••••/0 
• Occasional ceremonies: 
1. Weddings: 
a) How engagements are announced, ••••••• $. 
b) How the engaged couple behave in 
public •••••••••• , • , , • , ••••••• , ••••• .... tf 
c) How the wedding list is made up, •••••• 1 
d) How an elaborate wedding is managed, •• i 
e) How the average fashionable wedding is 
mana g ed • • • • • • , • • • • • • • • • • • • • , ••••• , ••• 4 i 
!) How a small wedding is managed, •••••• ~ 
g) What the hour !or a morning wedding may 
be • , ~ ••• , , •• , • , ...... • , • , , • ., ••••••• , •• • 1 
h) What the hour for an evening wedding 
may be • • .. , .... , •• , •••••• , •••••• , •• , ••••• ~ 
i) What Etiquette says about: 
(1) 
(2) 
(.3) ( 4) 
(5) 
(6) 
( 7) 
( 8) 
The time wedding presents are 
sent, ••••• , •• •••••••••••·····••••1, 
How wedding presents are sent. , • 9_. 
To whom wedding presents are sent ff. 
How wedding presents are dis-
played, • , • , ••••••• •• •• , ••••••• · .• • 1. 
When wedding presents are dis-
played. •••••••••••••••••••••••••q• 
What may be done with duplicate 
wedding presents. •••••••••••••••J1. 
How the bride .aye ·~ank Jou" tor 
wedding gitte, •••••••••••••••••••1 
When the bride eaya •Thank .Jou" for 
wedding gi fta, •. ft .•• • , • •••••••••• • 1 
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j) What house linens the elaborate 
trousseau calls !or, •••••••••••••••••;3. 
k) What the moderate trousseau includes, ~ 
1) What the bride-elect provides tor _her 
attendants , ••••••• , , • , •••••••••• -•••• }. 
m) What expenses the bridesmaids assume, J. 
n) What expenses the groom assumes, ••••·•~ 
o) What expenses the bride's parents 
assume. , •.••. , •.•••.••.•...•.• , ••••.. ~, 
p) What expenses the groom's parents as-
sume • • ••••••••••••••••• , •••••••••• • • • 1. 
q) What the best man's and usher's duties 
are. • ••• ' •.•.........•......••.•...•• r, 
r) What the groom's and best man's ward-
robe include at: 
(1) A morning wedding. ••••••••••••••1• 
(2) An evening wedding. ••••••••••••••t 
s) How the bridesmaids' luncheon is 
managed. • • ~~ .••.••••••.•.••••.••••.• • • -' 
t) How the bridesmaids' and ushers dinner 
is managed • • ..... , , .. • . ••••••.•.•.••••. • 7. 
u) How the groom's dinner is managed, ••• ~ 
v) How the groom recognizes the service of 
his ushers, •••••••••••••••••••••••••••% 
w) What Etiquette says about gifts that 
members of the bridal party receive !rom; 
( 1) The bride. • • ••••••••••••••••••• , .~ 
(2) The groom, •••·•••••••••••••••••·•~ 
(3) The bride_smaids. • , ••••• , • , •• , • , • ~ 
( 4) The best man ••••• , •••• , •••••• , •• '1~ 
(5) The ushers. • ••• , •••••••• , • •• , •• • 1. 
x) Why the rehearsal of the wedding pro-
cession is important. •••••••••••••••••?. 
y) How the drawing-room is made ready tor 
the home-wedding. •••••••••••••••••••••7 
z) How the wedding !east is prepared when 
it is served at the bride's home, ·····' 
a') 
b ') 
c') 
d ') 
e') 
f t) 
When the members of the bridal party 
arrive at the church, •• •• , ,, •• .i.· •••• Y. 
How the wedding guests are shown to 
their places in the church, •••••••••• 1. 
How the bridal party enters the church.r. 
How the bridal party leaves the church,% 
What consideration the bride showa ~he 
groom's parents at the reception fol-
lowing the wedding ceremony. ••••••••··' 
What Etiquette says about: 
(1) Who sit at the bride's table, , ••• '7. 
(2) Who sit at the parent 1 s table, ••• 7 
(3) How the wedding cake is cut, ••••• 7 
g') What the gues~s do when the bride and 
groom leave, ••••••••••••••••••••····~~~ 
h') How wedding anniversaries are recog- f 
nized, ••••••••••••••••••••••••••••··••i 
2. Christenings: 
a) When the godpar~nts are asked, , ,. ••••• , .1 
b) How the guests are entertained, ..... •.• .1 
c) What ex.pense a christening entails •• ." .... 3 
d) What expense the parents assume. • •• , .: ... ! 
e) What expenses the godparents assume. , •• 1, 
' 
u-
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(continued) 
3. Funerals: 
a) What consideration the bereaved should 
be shown. • ••• , .•. , , •••. , .•.•.•••.••••• ./ P 
b) What correct mourning attire includes •• ~ 
c) 'Nhen flowers are sent. ••••••··~··•••••14 
d) Who should attend a funeral .......... •. /4 
e) Who may attend a funeral • ••••••••••••• JO 
'the Business 'forld. 
I. What the relations between employer and employee 
should be. • ..•••...•.•••.•• • ..•...• , ....... , ••.• !4 
, What the relations between employee and employee 
should be, ••••••••••••••••••••••••••··~··•••••••~ 
How salespeople should be treated. •••·•••••••••(~ 
lv. Why one should willingly wait one's turn. , .. u •• J4 
V, Why one should retrain from haggling over money 
tra.nsactions 4 ••••···~··••••••••••••••·•·•••••••/J 
VI. How the honest person buys. •••••••••••••••••••• Ia. 
,. How the honest person sells. ••.•.••••.•••••••.• i~ 
• 
How the honest person pays his debts. •••••••••• '!'?. 
{X, Why one should be very reticent about request~ng 
privileges. • ••.•.•..••...••..•.•.. , . , ••.••••••• /~ 
X, What Etiquette says of borrowinge ••••••••••••··~· 
II, lby a gen'tleman· never ·bor.r.ows from a· woman ...... /~ 
• When and where one may smoke during business 
hours, •••••••••••••••••••••••••••••••••••••••••~ 
• What advantage polish gives to its possessor ••• ~ 
• What polish means. 
XV. What advantage "good mix~rs" are in the world of 
bb.einess. • ~ •••.•••.•.•••• ·~ ••• , •••••••..•••••••. /?, 
VI. Bow to make telephone calls during business 
hours • • ••.•.••••• , • •••••.• • • · • • ~ • • · • ' • • • • • • · • • • ~ 
II. When telephone calls may be made to the employed 
during buainess hours, •••••••••••••·•·••••••·•·!.~ 
n. What Etiquette says about those who take advan-
tage of women. ot ~ae poor.or ot ~be belpleGs .•• 
in business traneacUeaa. • •••••••••.•••••••••••• '' 
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r CHECK LIST OF TOPICS 
~. Consideration ot the Aged. 
I. Why dress, sex or rank should make no differ-
ence in our treatment of the aged • •••••••••••• (~ 
II. How to address the aged, •••••••••••••••••••••[11 
III. When to visit the aged ••• , ••••••••••••••••••• R 
IV. How to visit the aged. •••••••••••••••••••••••'.~ 
v. Why the aged should be included in invitations 
to members of a household. •••••••••••••••••••)~ 
, Respect tor the Flag. 
l. How men salute the flag, ••••••••••••••••••••••/$ 
lt. How women salu1;e the flag •• • •••••••• , •••••••• , ·' 
IU. How to display the flag. • .. • •••••••••••••••••• /.tf. 
IV. When to display the flag •.•.••••••••••••••••••• /!/.. 
v. What ceremonials are used in honoring the flag,J3 
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doubtful, undesirable, and extremely undesirable. This group 
in a last column provided also for the indication of topics 
suitable, not for the ordinary, average child, but for special 
oases, such as the very underprivileged and the wealthy. 
As may be seen from the form used in Table 1, the jurors 
were requested to indicate the degree of importance they at-
tached to each topic for the grade or grades to which they had 
assigned it. This was shown by means of a scale of five values 
ranging from -2 through 0 to +2. To check a topic -2 was to 
assign it a rating of extremely undesirable. To check it +2 
indicated extreme desirab·ility. The other values lay between 
these two extremes with G, the central point, representing 
doubtful desirabilitf. 
Decisions of the Jury 
Since it is the combined opinion of the jury that locates 
the value of a topic the following method of determining this 
opinion was pursued: 
When the Cheok Lists bearing the decisions of the jurors 
were received, it was found that just three of the replies were 
complete in every detail. One stated that because of a lack of 
experience in teaching boys she felt incapable of checking tor 
them. Hence, while there are fifteen votes possible tor the 
, girls, there are but fourteen for the boys. 
The judgments indicated, however, were recorded on two-
61 
table forms. lin making the entries the following policy was 
observed: if a juror voted on the grade placement of a topic 
and not on its importance the vote was counted, but if a juror 
voted on the importance of a topic and did not vote on its 
grade placement the vote cast was discarded.} Table l was 
provided with columns from which the following information for 
boys can be obtained: the per cent of votes cast for each topic 
of the check list at the various grade levels, the per cent or 
votes cast for the degree of importance attached to each topic, 
and the number of jurors voting in each case. Table ~I gives 
the same information for girls. From these entires six new 
tables liii-VIII) were made which revealed expressions of 
opinion of the jury on several points. ~able !II shows the 
topics considered desirable or extremely desirable for boys by 
at least eighty per cent of the jurors voting on them and the 
grade placement of these topics. Table ~V gives the same in-
formation for girls. Tables V and VI indicate the topics con-
sidered undesirable for boys and girls, respectively, by no 
less than fifteen per cent of the jurors voting on them. When 
the per cent used to group the extremely desirable topics l+2 
on the check list) was applied to the undesirable ones \-2 and 
-1 on the check list) it was found that a lower per cent would 
have to be used as the highest per cent of votes cast designat-
ing a topic undesirable was thirty. 
Table II 
acterietics of the Cultured. Nt.tmbet-
r. gow regard for the rights and feelings or o5 J"u.r-ol" 
others forms the basis of good behavior ••••••• jtJ i 
I How self-respect intluences one's conduct ! . 
toward othe~s. ••••••••••••••••••••••••·••••••·JU 
~ 
r. How simplicity and unconsciousnes~ of self 
are qualities of a true lady or gentleman • •••• J~ 
rv. Why thoroughbred men and women are as c ourteoue 
to those less fortunate in worldly position as 
they are to those more fortunate •••••••••••••• /~ 
Home. 
I. CoJJrtesy to one•s family: 
1. Why "Good Manners" in the home require 
habits of: 
a) Obedience • ..• •••• •.•••••.•.•.•••••••• • IJ 
b) Cheerfulness ••••••••••••••••••••••••• /¥ 
c) Cordiality ••••••••••••••••••••••••••• /~ 
d) Loyalty, ••••••••••••••••••••••••••••• 19 
e) Forbearance • .•.......•••.•.•...•.•••• ~ 
f} Kindness • •••••••••.•.•.•••••••••••••• ~$ 
g) Thoughtfulness ••••••••••••••••••••••• 1.3, 
h) Respect for the privacy of others• 
mail . ..•.•..••...•..••.•......•...•. • I.~ 
1) Respect for the desire for privacy of a 
member of one's familY indicated by a 
closed door • ......................... • 1~ 
2, When members t>f a household should refrain 
from noise. , .•.••.••....•..•.••..•. 1J •• , •••• 
a) During the illness at home of one o! 
1 ts members. • ••.•••.• , ........... • ......... /.i" 
b) When closing doors, •••••••••••••••••• !.~ 
c) ~hen one of its members is so occupied 
that noise would disturb him • •••••••• i~ 
3. When and how to use the radio, ............ I.J: 
4. When one may harbor pets in the home, •••• f.~ 
5. How pets should be managed when guests 
are present . .......................... ~. • .i~ 
6. How to treat guests of all members o! 
one's family. ••·•••••••· ••••••.•••••••••• L:J.-
7. How discourtesy may be shown: 
a) 'Nhen one visits without being invited./1 
b) -.Vhen one enters rooms in a friend's 
home other than those to which one 
has been taken • •••••••••••••••••••••• is-
c) When a visitor remains at a friend's 
house though guests were present on 
his unexpected arrival, •••••••••••••• ~1 
8. How the family should behave at table 
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(continued) 
9. How refined people treat: 
a) The telephone operator ••••••••••••••.• lr 
b) Telephone subscribers aharing 
one•s party wire • ••••••.•••••••••••••• 1.~-
c) Anonymous telephone messages •••••••••• ~ 
10, Why family affairs are not discussed out•ide 
the family circle ••••••••••••••••••••••••• /~ 
11. 'ilhy exhibitions ot lack of self-control are 
bad form at any tim~ and in any place, •••. /J 
12. Why cultured persons do not have "company 1: _ 
manners . " .••••.••.•.•••.•....••...•..•.•.•• t 
13. How to avoid embarrassment by retraining 
from: 
a) Chewing gum. • • , ••••• , •••.•.••••.•••••• I~ 
b) Coughing and sneezing without covering 
one's mouth. •••·••••••••••••••••·•····'~ 
c) Breathing in another's face ••••••••••• ~1 
d) Eating foods that taint the breath •••• 4t 
e) Rude curiosity, ••••••••••••••••••••••• £l 
t) Fingeriag another's property ••••••..•• /J; 
II. Table manners: 
1, How to appear at table •••••••••••••••••••• ~ 
2. What common table courtesy includes • •••••• !!{. 
3. How to sit at table • •••••••••••••••••••••• L~ 
4. How a gentleman assists a lady to be seated 
at table. ••••••••••••• .••..••. .•...••..... 14 
5. How ladies seat themselves at table when 
unaccompanied by gentlemen •••••••••••••••• A-
6. How a lady and gentleman proceed to a table 
in a restaurant when an usher is not 
present. . ........................... ~ •••.••• • ltl-
7. How a lady and gentleman pro~eed to a table 
in a restaurant when an usher is present •• /~-
8, How to treat visitors at one's table in a 
restaurant or public dining-room, ••••••••• /~ 
9. When a gentleman should pay the bill i! in 
the company o! a lady in a restaurant, •••• /i 
10. '1hen a lady in a restaurant will not permit 
a gentleman acquaintance to pay tor her 
meal . • ............. ~ .............. .,. •••.••••• 13 
11. How to leave the table. •••••••••••••••••·•J.i 
12. How to set a table. •••••••••···•·•••••••••~~ 
, ...... ,..,__ ......... , __ .... _ .... 
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r .u 
14. How to hold one's silver •••••• •••••••••• ./;: 
15. ~hen to use each piece of silver. e •••••• )$. 
16. How to use a bread and butter plate ••••.• /.3 
17. How to hola a eop ••••••.••••.••..••••.•.• /). 
18. How to hold a glass. • ••••••••••••••••••. • 1.4. 
19. When the tingers m.ay be used in eating ••• 1.1 
20. How to use a finger bowl • ••••.••••••••.•• L~ 
21. IT:hen to use a finger bowl •••••••••••••••• ~4. 
22. 
23. 
24. 
25. 
26. 
27. 
How one should place his silver at the 
conclusion of the ~eat couree •••••••••••• !q 
How one's place at table saould look 
at the conclusion of a meal • ••••••••••••• L1 
How to present dishes • •••••••••••••••••.• 11 
·Nhat to do when accidents occur at the 
table. ••••••••·•···••d!'• ................... /~ 
What to do when articles are dropped ••••• ~~ 
How to ~lear the cloth for dessert • •••••• 11 
28. How guests should be seated • ••••••••••••• 1-a 
29. How to act in the school cafeteria ••••••• /.~-
~ c . 
·· onversatlon. 
I. How the voice should be controlled ••••••••••••• iJ 
II. How a display of interest improves conversation. Ji/ 
I. How responsiveness improves conversation ••••••• /~ 11 
IV. What the better speakers and writers think of 
s 1 ang • • e •••••• ., ........... , •••• ,.. • • • •••• 4J ••• 11- •••• J !/ 
v. How exaggeration weakens conversation •••••••••• /~ 
VI. How affectation weakens conversation ••••••••••• A- Zo 
VII. ':Vhy one should refrain from monopolizing 
conversation •••••••••. •••••••••••••••••••••••••/~-
VIII. ·,i'hy one should never interrupt a conversation . 
without a justifiable cause. • ••.• ~· ••••••• ,. • • • /.d.-
IX. How one with~ justifiable reason tor so doing 
may interrupt a conversation. ••·•••••••••~•f••••/;-
X. ·:vhy those who contradict others are branded 
'l'1!'1"l!ln<'>rl v. . . _.-- .. - .... -.- -
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(continued) 
xr. 7hen the rules of correct behavior permit 
one to contradict, and how it is done • ••••••• ))! 
xrr. \'ihen argumentation is permitted •••••••••••.•• /~-
XIII. Why dogmatism is barred from the conversation 
of the cultured • •••••••••.•••••••.••.•••••••• l4 
xrv. Why humor in conversation is valuable •••••••• P. 
• 
XV. When humor is not humor ••••. •a•••• ••••• •••••• JJ 
XVI. Why cultured persons of wealth do not I!la}ce 
their riches a topic of conversation • •••••••• ).~ 
XVII. Why money, except in business transactions, is 
not on the list of approved subjects for con-
versation. . ..•. 0 ••• ~ ••• ~ ••• ,. ••• o •••••• c •• '0 ••• );J-' 
~hy the following are not approved topics !or 
conversation;. ., • , • . • • . .•..• 
1. One•s self. ····~··•·••o••e•••••••••••••••/~-
3. Unpleasantnesses. ········••••••••••••••o•l~ 
4. Unkind mimicry ...................... ., ....... • L~ 
5. Destructive criticism. ····~····~~········~4 
6. Preaching. ··~···········~··•••••&•••o••••/J 
7. Topics understood by just a few in a 
group. o a •••••••••• ., •••••• "' tol 9 ....... o ••• il •• /~ 
8. Money, except in business • ••••••••.•••••. L4 
IX. Why the truly cultured do not proclaim their 
acquaintanceship with persons of wealth or 
d i s t inc t i 0 n . . .. 0 ••••••••••• e • (II •• ~ • e • 0 • ., ~ ••••• 11 
o. 
Personal Appearance. 
I. How personal cleanliness aids appearancee ...... );-
II. When and how cosmetics should be used. ••••u •• /'/ 
How clothing should be cared for: 
1. ".Then in use. . ............... D •• " 4> .......... o. JJ 
2. 'Nhen not in use ............................. /J 
IV. How one should dress for: 
1. Meals at home. • .............................. /'/ 
2. Meals at a restaurant ••••••••••••• .,,.., ..... ./~-
.3 • Schoo 1 • .. •• c .. Q ............. - .... ~~ ea GO IP c o ..... .,_"' • ~ • j if 
4. Business. • ••••••••.•••••••••••••••••••••• • .IF 
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(continued) 
6. The street. /j--·····~·~ ... GI •• CIII .............. fl;"' •• 
IX 
7. Afternoon Partiee ......................... J'J-
ttt 8. Teas. • •• ~ " •• co,. ~ .., 4 " • .,; • CJ •••• 4 " ••• ._ il •• , •••• /J 
[ltr 9. Formal. dinners. I) i!J ~ e IP. ... , 'i} •• "« " ". o, ........... t~ 
10. Informal #'company" dinners •••••••••••••• ~'/. 
'IX 
11. 
'X 
n,.. " 1 h ,~ ~ompany unc eons ••••••••••••••••••••• ~ 
12. Dane e s • • • o ~ •• , 0 " .. ~ • o • e ••• c ...... e ••• ~ ••• ~/..f. 
13 1!1 ·.1eddings ..... 0 9 ... c, ... 1:>-lJt" •• e."> 0 ~,. 1;1 ••••• ~ o lll'llLZ. 
14. Travel at hame, .................. ~····~·•l.q 
15"' Travel abroad. (II •••• ~., •• 41. t•"' •• , •••• ~. ~.,. /~. 
16. 'Jeek-end gatherings. ········••••••••••··'~ 
v. 'Jhen one's dress is designated "chic." ........... /~ 
lhen one's appearance is termed vulgar. •••e••••/J-
How much one should spend on clothing. ··~"·····JJ 
How one should sit, stand. and walk • •••• ,~····~))~ 
Courtesy at School, 
I. ·::hat school spirit means •••••••.• , •••. , •• $., ••• ,))-
II. '.'lhat courtesy to instructors includes. e ••••••• .19 
How to aet: 
1 • In corridors f; .. , <i. •• "'<I) tl "~ ......... @. ~ ~ ••• 9. It> Itt.,, /'i 
2 • In c 1 assr ooms f'j ~ •• (i • 41 ... " ••• , •• , ••• o ••••••• ;1J IJ 
3. In the assembly hall. ••••••• Ill • fl • 0 ••• ~ $ • 1110 tl ~ /i 
4. In the library. 
• • ,. ~ • ., • • • • ., • • • • • e " • • • "' e $ II • IJI jiJ-
5. In the cafeteria. 
•• 0 ....... c. ••• Q •••• 0> •• ~ "" •• /i-
6 ;,-
.At recreation. ···················•••••••&••~ 
-r: 
Correspondence. 
I. What the correct in writing materials may 
inc 1 ude. • ••••• , •• ., "' c ., .., •• t' • (; ., ••••• 8 ••• t •••• ? .. ~~~ ~ J~-
II. Ho'.'i a letter is folded ................. ~ •••••• t:r 
III. How a letter is placed in an envelope. •••·•··~/$ 
IV. What forms of address one should use in 
1 et ter-w:ri t:ln~. • •.•••••••.•.•.••.••.•••••. e 0 •• ~~ 
V. /hen a post-script· is 'Wrj. tten~ ••••••••••••. ,. . /fl. 
VI, 7/hen a super-scription is \'i~itten •••••••••••• .I.J 
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(continued) y. 
vn. '.Vhat letters contain that everyone loves to 
receive. ··············-··•·•········•••····/';/ 
VIII. How the form of the business letter is 
v;ritten ...•.. 11011••••••••••••••·············'~-
IX. How the complimentary close of a business 
letter is worded . ............................ )~-
X. How one signs a business letter ••••••••••••• ~-
XI. How the content of business letters differ 
from that of social and friendly letters •••• ;~-
XII. How to '."lrite a friendly letter .• •••••••••••• /tr 
XIII. What sequence of pages is followed in a 
friendly 1 etter ••••••••••.•••••••••••••••••• /;""" 
XIV. How the complimentary close of a friendly 
letter is worded ••••.•••••••••••••••••.••••• ~-
XV. How the complimentary close of a letter 
to an acquaintance is worded ••••••.•••••••• /)-
XVI. How to write a letter of introduction • ••• p •• 1.1 
XVII. How to write a letter of recommendation • •••• 13 
~III. When letters of recommendation may be re-
quested. . ...............•.•..•.•..•.•.•..•.• ~1 
XIX. How to write a letter of condolence ........ • 1.3 
XX. How letters of condolence are acknowledged • • a 
XXI. How to write a letter of congratulation • •••• ~¥ 
XXII. How letters of congratulation are acknowl-
edged . .... ~~ ..•• .•.........•...•......•..... • t.¥ 
When letters of condolence and congratula-
tion are acknowledged ••••••••••••••••••••••• ~1 
XXIV. How to write letters of thanks •••••••••.••• • ~1 
XXV. When printed cards of thanks may be used • ••• 1.1 
GRADE LEVELS 
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XXVI. When the receipt of a gift should be 
acknowledged. .. ••.......•..•.•...•..•••••.•• • /J- 't 
Social Life in General. 
I. Introductions: 
1. How young boys are introduced to young 
girls. ··•••••tt••·······················~~¥ 
2. How boys of high school age are intro-
duced to girls of the same age • •••••••• !Y 
3. How a young person is introduced to oners 
parents . ........•.•..•...••...... , .•. "'11 !J/)-
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4. How a gentleman is introduced to a 
lady • ................................... /~-
5. How a lady is presented to a churchman. (~ 
6. How a lady is presented to the President 
ot the United States. ············~·····'' 
7. How to introduce one's self at social 
gatherings. ~··-··············~········•/!;/ 
8. How to introduce one's self in the 
business world ......................... • /3 
9. How to introduce an individual to a 
large group • ••••••••.•••••••••••••••••• 11 
10. How to introduce a guest to a small 
group. . ................................. . l.'f 
11. How to acknowledge introductions. ~ •.••• /U 
12. How a letter of introduction is presented)~ 
13~ How a letter ot introduction should be 
treated by the person to whom it is 
written. . !7" • " •• " .................... a ••••••• .. 13 
14. 'Nhat to say when taking leave ot a person 
to whom one has just been introduced. ... /J 
15. When to shake hands on being introduced. /!J-
16. How to shake hands. • - •••••••••••• fi. .... "' •• ~~-
17. When introductions are necessary: 
a) At a social gathering all guests must 
be presented to the guest of honor •• /,, 
b) At a dinner all ~entlemen must be 
presented to the ladies whom they are 
to "take in" to dinner ............. #./I 
c) At a social gathering members o! a 
small group who are to sit together 
must meet each other. . • , ~ ••••••••••. /~ 
d) All guests at a house party must be 
introduced to each other •••••••••••• /~ 
e) At a dance or other social affair one 
who has requested an invitation for a 
friend must present this friend to 
the hostess . .. , ..........•.•......•. /( 
18. When introductions are not necessary: 
a) When the introduction may not be 
agreeable to both parties •••••••••• /./. 
b) 'Nhen a visitor is leaving a drawing-
room he is not presented to one 
just arriving. • •••.••••••••••••.••• ! ( 
c) When two ladies who are out walking 
meet a third known to but one of 
them the lady not acquainted with the 
third person walks on slowly. • ••••• JJ 
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(continued) 
19. How to reply to the greeting of a 
person whom one has known but,for 
·~ 'f 'f . i. . ~ . ~ . ~ I 
the moment, has forgotten • ••••.••••••••• ~1.3 
20. Why business visits such as personal 
calls for donations to charity are 
not introductions ••••.•••••••••••••••••• /~ 
u. Visiting: 
1. Country-house Party: 
a) How a host and hostess greet their 
guests. . .•..•........••.. ., ....... ~ ..• ,.,. /~ 
b) ~!/hen a guest may be invited tbolJgh ~ 
private room for him will not be 
available . ·~o••e•f···fl/1-·•til•e•fltJ~;J·ti·'·' -
c) ·.That the hostess of a large country 
house provides in the guest room. • •• .I 1 
d) How the guest card aids the hostess of 
a house party of many guests in provid-
ing !or the individual preferences of 
her guests ••••••••••.•••••••••••••••• ~ 
e) Who are invited to a party at a country 
house. . "' .. fi •••• " ~ .... Q ..... ~. 1$ ........... • l.tJ 
f) What the popular country house pro-
vides. "·61··~··~···~~~··-a,_,., ............ JP 
g) What the sought-after guest does • ••• Ji 
h) What the courteous host does. ···~···•~ 
i) ·.1hat the knowing hostess does ••••••• j/ 
j) What guest-room service in a small 
country house includes. ••••·••••••o•/~ 
k) How breakfast in a small country house 
differs from that in a large one • ••• IC 
1) How and whom one tips in a small 
country house. • ••••••••••••••••• ,. ••• I' 
m) How tipping in the large country house 
differs !rom that in the small one • • 11 
2. Calls: I 
a) How to make first visits ••••••••.••• /l 
b) How to enter a drawing-room when 
mak i ng a c all • • • • • • • • • • • • ........... § 1?:. 
c) How long a call may last. ••••e••••••/J 
d) What to do when a caller arrives • ••• l1 
e) ~at to do when a caller leaves ••••• /~ 
t) How a servant dismisses a caller 
whom her mistress does not wish to 
see. ············•o••········ ... .,il9···~~ 
3. Visiting Cards; 
a) What Etiquette rules concerning the 
size, material, and engraving of a 
visiting card. ~ ...........• li ...... e • • 1/J. 
b) How men's cards differ from women's • • 7. 
c) How names and titles should appear on 
visiting cards •••••••••.•.•••••••• $.// 
d) ·.vhen and how visiting cards are used 
for: 
(1) 
(2) 
(3) 
( 4) 
(5) 
I~ Invitations. ····~··••••·~········ 
Messages of congratulation ••••• /4 
Messages of condolence • •••••••• Ia 
Messages of regrets • ••••••••••• /4 
Announcements ................... .10 
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(continued) 
G. 
CHECK LIST OF TOPICS 
(6) Acceptances: 
(a) Formal . . ... Cl' ~ ~ e , 4 .. ~ e •• ~ • , 40. 
(b) Informal. ••·•••#•••••.,_ •• ,.1./J. 
e) ~en visiting cards are left upon 
making calls ••••••••• ····~·····• .,../0 
f) jfhen more than one visiting card is 
left upon making calls~ •••*••••••••)~ 
III. Entertainment: 
1. Formal dinners in a Great House: 
a) How to select the guests, ••••••••••• )~ 
b) Nhen a guest list may be borrowed. • • ~ q 
c) 'll'hen a dinner engagement may be 
broken. ••··~··•••••&••••••••••••··•··~ 
d) How the hostess fills in a last-
minute broken dinner engagement4 ··~·sq 
e) ·Nhy the table service should be in 
keeping with the dining-room furniture41 
f) What courses the menu includes. • •• ,. • • 1.0 
g) ',That the dinner hour may be. • .......... ~ 
h) ~at the duties of butler and wait-
resses are. ···~·~·~··•••t4o··~··~·~·~~ 
i) What the ever-present plate may be. ~·1 
j) How the correct order of serving the 
guests may vary ••••••••••••••.••••••• 7 
k) When a double-service is necessary ••• 7 
1) How the double-service is managed. ~··7 
m) How glasses are filled •••.••.•••••••• 7 
n) When glasses are filled and refilled. 1 
o) How a gentleman learns who his dinner 
partner is to be. ·······•············' 
p) How the sidewalk, hall, and dressing 
rooms are made ready for the guests • • 7 
q) How the drawing-room is used before 
and after the dinner. • •••• # •••••••••• f 
r) How the guests are announced. ·····~··~ 
s) How dinner is announced. ••••••&•••~··1 
t) What the host's duties are •••.•.••••• ~ 
u) ·,vhat the hostessi duties are • ........ 1 
v} What the characteristics of a skilful 
hostess are •••••••••••••••.•••••••.•• ( 
w) How the guests enter the dining-room. i 
x) What the tardy guest does. • ••••••••• Ji 
y) ·Nhere the ladies put their gloves and 
napkins. , Ill ... 1- $a." a 0 c- e ~ ~. "e. 'i' •)., if' c; §., .p •• $. 
z) 'Nhat "turning the conversation" means, 
and how the hostess manages it. ···~· .~. 
a~) How enemies conduct themselves at 
b ') 
c ') 
d!) 
e ') 
tab 1 e 40 .... 4 •• (l .. - ••• ., ,11 • ,.. ~ f; • (< • § fl •••••• o- •• ! 
How complicated dishes are attackede .~ 
How the guests leave the dining room. i 
?/here the gentlemen smoke~ •• ~ ••••••• • 1 
What forms after-dinner entertainment 
may take. ••c••·················o·•···' 
How and when the guests leave •••••••• ! 
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CHECK LIST OF TOPICS 
2. FQrmal Dinners in a Small House: 
a) How a formal dinner in a small 
house is similar to a formal 
dinner in a great house • ••••••.••.••. /P 
3. Little Dinners; .. 
a) What a "little dinner" is, ........ ••• 11-. 
b) 7hy the "little dinner' is regarded as 
the pleasantest of all dinners ••. , ••• /J 
4. Teas and Afternoon Parties: 
a) How the tea table is set • •.•••••••••• il 
b) What a tea menu may include. • •••••• n 1J 
c) How tea is served, •••••••.••••••••••• LJ 
d) How a guest manages the refreshments 
offered at tea, ••••••••••••••••••••·•14 
e) How a garden party is conducted •••••• k3 
5. Luncheons: 
a) How a formal luncheon differs from a 
formal dinner. • ••••••••••••••••••••• I I. 
b) How a formal luncheon differs from an 
informal one, •••••••••••••••••······'~ 
c) What "stand up" luncheons are • •••••• l, 
6. Suppers: 
a) What a supper is, •••••••••••••••••••/? 
b) Who the guests may be. ••••••••••••··'~ 
c) How a supper table is set ••••••••••• /~. 
d) What a supper menu may include, ••••• lh 
e) What the service entails, •••••••••• /~ 
7. Breakfasts: 
a) How a formal breakfast differs from 
an informal one* ••••••••••••••••••••)t 
b) What the formal breakfast hour may 
b e • • • • • • • • • • • • • • • • ~ ••••• , • • • • • • • •••• /.rJ. 
8. Stags or Bachelor Dinners: 
a) Why they are given •••••••••••••••••• J: 
b) When they are given, ••••••••••••••• ~. 
c) Where they are given, ••••••••••••••• ~. J-d) How they are given. • •••••••••••••••••• 
9. The Dance: 
a) What preparations a dance in a private 
house requires, /Z. ........................ 
b) What preparations a dance in a hotel 
or public ballroom requires. f • f "!! t II f.~~ 
c) How to word the invitations, ....... tJ .l.l. 
d) How to acknowledge an invitation. •• • ll.. 
e) How and when an invitation may be 
requested, 
• • 1 • • • • • • • • • • f • • t • • <1 • • • e • ,/l,.. 
f) When a dance list may be borrowed, • .li • 
g) What the correct dancing position is,/~ 
h) When a gentleman offers his arm to a 
lady on the dance floor, •••••••••••• ~ 
i) What the duties of a hostess at a 
dance are. ••••••••••• # •••••••••••••• u 
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CHECK LIST OF TOPICS 
k) When a gentleman may "cut in" ••••••• • 1. 
1) How a lady indicates that she does 
not wish to change dancing partners 
during a dance •••••••••••••••••••••• ~~ 
m) What Etiquette says about "sitting out" 
dane e s • • • ' ••• ~ ••• $ " «' ••• (I •••••••• ' • a ./;. 
n) How a gentleman asks a lady !or a 
dane e If , • t e e • , , • • tt • e ~ • • t • e • • • " II 'a 1t t • t e .1 
o) How a gentleman thanks a lady for a 
d anc e • • ••••• , ~ • , ... ,. .•••••••.•••• 8 ••• • 7. 
p) How the rules of propriety govern the 
young girl at a dane e. • •••••••••••• ,/). 
q) How a young couple go to and return 
from a dance, ••••••••••••••·••••• .. ati~i!! 
10. The Opera and Theater: 
a) What correct behavior demands o!: 
(1) The occunants of a box at the 
ape r a. • ...... tl ....... o •• " , ••••••••• /'' 
(2) Those in the !oyer of the opera 
house. " Ill e.~ ...... 10 •• ~ •••• .0 • ;g ••• it; 
b) Where the world of fashion is seated 
at the opera. • • , •.••••••••••••••••• • /.a 
c) What an opera-goer may do after the 
performance .................. , •••• ll •• ,//J. 
d) How a couple goes down the aisle of a 
theater or church: 
( 1) When an usher is present. • ••• , ./J 
(2) ~hen an usher is not p(esent • •• IS 
e) Why a gentleman takes the aisle seat 
in a theater or church rather than the 
1 ady. • • " ~~ •••••••••••••••••.••••• ,., ,. a • /J 
f) What one should do if late for a theat-
rical performance. , ••••• , •••• , •••••• • I.L{ 
g) Why one should refrain !rom talking 
during a church service or theatrical 
performance ••••.••• " ............ ,,,." .. IJf.j-
h) Who the occupants of the boxes in a 
theater usually are. • ••••••••.•••••• . /.o 
i) How to entertain before the play • ••• J~ 
j) How members of a small theater party 
may meet. ••••••••·•••••••••••••••f:.!;'IJal.~ 
k) How a hostess arranges for the seating 
of her guests in the theater. , ••••••• !/ 
1) "Nhat good behavior demands of a bored 
audience. • ••••••.••••••.••••••••. ~~., /~ 
m) How consideration may be shown to those 
sitting behind one at the movies, ••• i~-
n) How to pass in front of those already 
seated at the movies •••.••••.••••••• /~.-
o) Why one should never explain a picture 
at the movies • •••••.•••••.••••••• ,.. •• 1~-
p) Why those of refined manners never eat 
in a theater, movie house, or audi-
torium of any kind, ••••••••••••••••• /.J-
q) How a bachelor gives a small theater 
party~ • e • ,. f' 11 •••••••••• I) ••••• e ••• " ••• ' 
r) How a martied couple may entertain a 
small theater party. ••••••••••••••••~ 
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11. Games: 
a) What good sportsmanship at public 
games means~ •••• , •••••••••••••••••••• it-
b) 'vVhy hissing and booing are never prac-
tised by the truly cultured •••••••••• /~-
c) How to conduct one's self at public 
games or contests" ••••••••••••••••••• /~-
d) What one should do who cannot control 
his temper during public· or private 
games or contests, .••••••••.••.••••.• /~~ 
e) How public grounds should be left after 
having been used for pleasure •••••••• if 
f) How one should conduct himself at: 
'.l) The card table ••••••.••••••.•.•• ~~­
(2) The golf course. •••••-"••·••••••/J. 
(3) The tennis court •••• , •••••••.•• ,/!f, 
12. The House-party in Camp: 
a) How one should dress •••.••.•••••••••• Jo 
b) What "roughing it" means. , ••• , ••. , •• ,/.IJ. 
c) How the rules of Etiquette are relaxed 
in the camp dining-room • ••••..••••••• IC 
d) What form camp amusements may take, •• ia 
e) How camp guests should deport them-
selves. ,~·······•·o~·········· .. ··qe••o1 
13. In vita ti ons: 
a) How to write an invitation for: 
(1) A large theater party, •••••••••. )~ 
(2) A small theater party •••••. •••.• /l 
(3) A wedding •.••••.•.•. .••••••••••• lZ 
( 4) A ball " " • 1'1 ~ •• \1' ••• o ••••••••••••• ,.. /4 
(.5) A reception. •••<»~••••tt••o•••••••/2, 
(6) A country-house party • •••••••••• JL 
b) How a formal invitation differs from an 
informal one •••.••••.•••.••.•••..•••• £~ I 
c) When one may issue an invitation by 
t e 1 e phone • o • • • • il • • 4: •••••••••••••••••• I Y. 
d) How replies to the various forms of 
invitations are written ••••••••••.••• /J 
e) When a lady or gentleman should not 
accept invitations to social gatherings/3 
IV. Good Manners on the street: 
1, How one should behave in a crowd, ••••.•• /i-
2. When a gentleman raises his hat: 
a) When he meets a woman acquaintance. • • 7 
b) 7ihen he meets a gentleman acquain-
tance • • .... Q tl " • c ~ Ill ~ •••••••••••••••• ·~ ~ co J 
c) 1:Vhen he meets a gentleman of distinc-
tion. • •• "' •• (I •• I! e ••••••••••••• (I • , • " .. ~ • J 
d) When he is in the company of a lady 
and she speaks to another lady or 
gentleman. ••••••••····•·•···•••••••·•J 
e) When he is in the company of a gentle-
man who greets another lady or gentle-
man • , ., • G ••• o ........ ~ •••• , ••• ., ~ •• IJ ••••• 7 
f) ~hen taking leave of a lady •••.•••••• J 
g) 'Nhen he is in the company of a 1 ady, 
and a gentleman known or unknown per-
forms a courtesy for her • •••••••.••••• 1 
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CHECK LIST OF TOPICS 
(continued) 
J. 
4, 
5. 
When a gentleman uncovers his head: 
0 ••••••••• • 4. a) When the flag is passing by. 
b) When he enters a house. •••• 0 • 0 •••••••• :;-; 
c) -,vhen he enters an elevator. •• If ••••• ' •• :;-: 
d) When he walks in corridors. ........... r. 
e) When he stops to talk to a lady on the 
stre9t, IIIPOiti••I•IIIJI.IIIIIIIII'I-If.lf~~ 
When a gentleman does not remove his hat in 
corridors and elevators. ,.,.,, ... .,.~P•••oG•Pif';/• 
'Nhen gentlemen perform courtesies for women: 
a) 'vVhen passing through the same doorway 
he opens the door and permits her to 
enter first, whether he knows her or 
not. ···········s······~~~···············IJ.· b) 'Nhen a woman drops an article he picks 
it up for her whether he knows her or 
not. . ...••.. , ~ .......•.. , .....•.. , .. , . :,J-; 
c) When in the company of a woman he carries 
her coat or package she may be holding. ~ 
6. How a lady acknowledges courtesies performed 
for her. , ...••••. ~ ' ...•... II ••••••••••••••• I a 
1. How a gentleman addresses a lady when he 
meets her in public or private • •••••••••••• 4 
8. Why staring at others is considered ill 
mannered . • ..••.. ~ ••. , , ............. o •• ~ , $ ~ • /)-
9. How 
a) 
b) 
c) 
d) 
the considerate motorist: 
Obeys traffic rules, ••••••••••••o•••••I.~­
Cooperates with others on the road, ••• 1.1 
Lets others know the car is ready, •••• 4q 
Treats those he has invited to ride 
with him. • ...•. 0 ••••••••••••• , ..... ~ • e .I} 
10. How the guest of a motorist responds to the 
generosity of his host ••••••••••••••••••. • ff 
11. How the thoughtful motorist considers the 
rights o! others when he parks his car • ••• f~ 
12, How the considerate pedestrian regards: 
a) The rights of the motorist •••••••••••• lj-
b) The rights of other pedestrians • •••••• I.J-
13. Why people of refinement do not push, nudge, 
or slap others on the back, •••• , •• , .••••• /~ 
14. How the well-bred person: 
a) Boards public conveyances ••••••.••••. /~ 
b) Conducts himself in public conveyances/1 
15. How youths behave toward elders in crowded 
public conveyances •••••••••••••••• , •••••• /J-
16. How a gentleman behaves toward a lady, 
young or old, in a crowded public convey-
anc e . . .••..•.•.•..... "' •••.•.•••.•••.•.•• " .!. 
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CHECK LIST OF TOPICS 
17. How a lady or ~entleman should treat a 
tired workman in a crowded public convey-
ance ••••••••••• , •••••••••••••••••••• • ••••• J:;-
18. ':Vhere a gentleman walks when in the company 
of a lady or ladies on the street, •••••••• $ 
19. ·:vhen a gentleman offers hiS arm to a lady 
on the street • •.••....•...•.••........•..• 7 
Good manners while traveling: 
1. How one should deport one's self on a rail-
way train t It f •• t f t .. t 1 • t 1 t 4 t f f t f t t I t t t t f t • • r(t. 
2. How traveling restrictions are relaxed on 
a transoceanic voyage ••• r,•••••••••••••••// 
J, How the etiquette o! the dining saloon ot 
the steamer differs !rom that o! the diner 
on a railway train·. , •• , •••.•••••• .- ••••• •. JJ 
4. Why the amusement o! young children should 
be provided tor on a lengthy trip by land 
or wa tar. • , ••.••••.•.•.•..••••...••....•• / J 
5. How a young woman traveling alone conducts 
herself • •••.... e ••••••• ,(1 .................... • /J 
6. How to register at a hotel.. • .............. , .1,1 
7. Whom one should tip when traveling • •••••• J~ 
8, How much one should tipL ••••••••••••••••••lj 
Occasional ceremonies: 
l, Weddings: 
a) How engagements are announced, ••••••• ,!; 
b) How the engaged couple behave in 
public. ••••••••••••••••••••••••••••••jiJ 
c) How the wedding list is made up • ••••• JP 
d) How an elaborate wedding is managed • • J~ 
e) How the average fashionable wedding is 
managed • • ••.•••••••••••• , •••••• ~> • • •••• ~ 
f) How a small wedding is managed • •••••• ia 
g) What the hour for a morning wedding may 
be . , ••.••.•...••• • . , • •.• , • , •.•••.•..• • 1/J 
h) What the hour for an evening wedding 
may be • , , • , "' ••• , •••••••••••••••• , ••••• 7 
i) What Etiquette says about: 
(1) The time wedding presents are 
sent, •••••••• .•.••••••••••••••••• ~ 
(2) How wedding presents are sent • •• Ia 
(J) To whom wedding presents are sent.~ 
(4) How wedding presents are dis-
played. • .•.•..•..••. , ~ , .•.•...•. tfi 
(5) When wedding presents are dis-
(6) 
( 7) 
played, ................... , .• , , •• . (IJ 
What may be done with duplicate 
wedding presents, ••••••••••••••·•~ 
How the bride eays "Thank you" for 
wedding ~ifts •••••• •• ••••••••••• • IIJ 
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CHECK LIST OF TOPICS 
(continued) 
j) What house linens the elaborate 
trousseau calls :tot'. • ••••• , ••••••••• , .1.1 
k) What the moderate trousseau includes, IJ 
1) What the bride-elect provides tor her 
attendants • • ••••••• ,. ••••••••• , •••• , •• t I 
m) What expenses the bridesmaids assume. /1 
n) What expenses the groom assumes •••••• ~ 
o) What expenses the bride's parents 
assume. , ............ ,,lf •••••••••••••••• ,4, 
p) What expenses the groom's parents as-
sume • • • ., • , • , • , ••••••••••••••••••••••• • 1 
q) What the best man's and usher's duties 
are, ••••••·•·····~··••••••••••••••••••~ 
r) What the groom's and best man's ward-
robe include at: 
( 1) A morning wedding. • .............. 7 
(2) An evening wedding. ••••••••••••••7 
s) How the bridesmaids' luncheon is 
managed. • ••. , •..•••.•.... 111 ••••••••• • .. • 11 
t) How the bridesmaids' and ushers dinner 
is managed. • ••••••••.••••••••••••••• • /(! 
u) How the groom's dinner is managed ••••• 7 
v) How the groom recognizes the service ot 
his ushers. ••••••·~·····-·••••••••••••~ 
w) What Etiquette says about gifts that 
members o:t the bridal party receive from; 
( 1) The bride •••••••••••••••••••••••. II 
(2) The groom. •••••••••. •••••••••••··'' 
(.3) The bridesmaids •••••••••••• q• • .;/.1 
( 4) The best man • • • • • • • • • • • • • • • • ••••• (I 
(5) The ushers • .,.. ~ .................. , • • 1.1 
x) Why the rehearsal ot the wedding pro-
cession is important • •••••••••••••••• /J 
y) How the drawing-room is made ready tor 
the home-wedding, ••••••••••••••••••••/l 
z) How the wedding feast is prepared when 
it is served at the bride's home, •••• 10 
a 1 ) When the members of the bridal party 
arrive at the church, ••••••••••••••••/~ 
b 1 ) How the wedding guests are shown to 
their places in the church, •••••••• , •• q 
c') How the bridal party enters the church/~ 
d') How the bridal party leaves the church,/~ 
e') vfuat consideration the bride shows the 
groom's parents at the reception fol-
1 owing the wedding ceremony. • •••••• , • • 1/J 
:!')What Etiquette says about: 
{1) Who sit at the bride's table • •••• 1~ 
(2) Who sit at the parent's table • •• J~ 
(.3) How the wedding cake is cut, •••• ./tJ 
g') What the guesta do when the bride and 
groom 1 eave. • •. , ••.• , •..•.••.••..•... . I/ 
h') How wedding anniversaries are recog-
nized • •.•.• " •.••••••.•..••••.•.•.•... • I(J 
2. Christenings: 
a) When the godpar~nts are asked. H••••"'"/CJ 
b) How the guests are entertained, •••••• ,.f 
c) What expense a christening entails, ., •• q 
d) What expense the parents assume • ••••••• 1 
e) What expenses the godparents assume, • •• 1 
' 
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CHECK LIST OF TOPICS 
3. Funerals: 
a) What consideration the bereav~d should 
be shown. • ••••••••••••. , .............. # .1.1 
b) What correct mourning attire includes • • $ 
c) 1fuen flowers are sent. ••••••••••••••··'J 
d) \Tho should attend a funeral. •• , u •••• • I. J 
e) Who may at tend a funeral. • ••••••••••• • l 0 
World. 
I. ~1hat the relations between employer and employee 
should be . • .•.••..• , .•••.•••.••..•.•.••.••.. ~ •• • 1 ..4 
What the relations between employee and employee 
should be. , ........ , .•.. , ......... , ........... , •• , /:I 
How salespeople should be treated ............... /!/ 
Why one should willingly wait one's turn •••••••• /Ji 
v. Why one should retrain from haggling over money 
transactions • •..•.•.. , . , ..• , .•.. , c ............. ~I 'I 
How the honest person buys. •.•.....•..••...•..• LJ 
How the honest person sells. ·····••~"•••t••·····'l 
How the honest person pays his debts. • , ........ • I~ 
tx. Why one should be very reticent about requesting \ 
privileges. •••••••··~·······~··•·••••••••••··••/) 
X. What Etiquette says ot borrowing. ···~··•·•·~···/) 
lhy a gen~leman· never·bor.rows from a·woman. ·~··j( 
When and where one may smoke during business I 
hours. • •• , .•...••..•••..•.••.• , .....•... ,. ....... I, 
• What advantage polish gives to its possessor • •• /1 
• What polish means. /4 
What advantage "good mixers" are in the world o! 
business. ·- ... ,. .•••...•.•.•••••...••• , ........•. (J 
lVI. How to make telephone calls during business 
hours. jU 
--··········Q···-························· i 
\"II. When telephone calls may be made to the employed 
during business hours. •••••••••••••·•··•··•••••11 
·'m. What Etiquette says about those who take advan-
tage of women. of \be poor.or ot the telpleGs .•• 
in business transact.ionli •••••• •·•·• •• • •••••• ••• 11 • /' 
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consideration ot the Aged. 
I. Why dress, sex or rank should make no differ-
ence in our treatment of the aged, •••••••••••. 1.3 
II. How to address the aged, •••••••·•••••••••••••/) 
II I. When to visit the aged. • ••••••••••••••••••••• Ia 
IV. How to visit the aged. ~·····•••••••••••••••••/~ 
v. ~Vhy the aged should be included in invitations 
to members of a household. ••••••••••••••••••••IR 
J, Respect for the Flag. 
I. How men salute the flag. ••• •••••••••••••••• ····' 
II. How women sal u~e the !lag, •••• , •.•• , •••••••••• /£ 
III. How to display the flag. ••••••••• .• •••••••••• JF. 
IV. 'Yhen to display the !lag. , ••••••••••••••••••• ./J: 
V, ~Vhat ceremonials are used in honoring the flag.~f. 
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The table is to be read as follows: One hundred per oent 
of the jurors considered that the topio, "How the rights and 
feelings ~f others forms the basis of good behavior," is de-
sirable or extremely desirable. Eighty-five percent thought 
it should be taught before seventh grade, forty-nine per oent 
thought that it should be taught in junior high school, and 
twenty-six per cent thought that it should be taught in senior 
high school. 
~ 
Iii I I 
TABLE III 
Topics Considered Desirable for Boys and 
the Recommended Grade Placement of 
the Same* 
Topic % -7 :r .H. 
A. Characteristics of the Cultured 
I. How regard for the rights and 
feelings of others forms the 
basis of good behavior 100 85 49 
II. How self-respect influences 
one's conduct toward others 100 33 41 
III. How simplicity and unconscious-
ness ot self are qualities of 
a true:lady or gentleman 100 27 36 
IV. Why thoroughbred men and women 
are as courteous to those less 
fortunate in worldly position 
as they are to those more for-
tunate 100 25 22 
B. Home. 
1. Courtesy to one's family: 
l. Why "Good Manners" in the 
home require habits of: 
a) Obedience 91 85 18 
b) Cheerfulness 92 69 20 
cJ Cordiality 93 46 18 
d) Loyalty 92 50 28 
e) Forbearance 92 50 17 
f) Kindness 92 75 17 
g) Thoughtfulness 92 67 19 
h) Respect for the privacy 
of others' mail 93 77 10 
80 
S.H. 
43 
55 
52 
28 
10 
18 
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25 
25 
13 
13 
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81 
% -7 ~.H. S.H. 
i) Respeot for the 
desire for privaoy of 
a member of one's fam-
ily indicated py a 
closed door ~a 92 8 3 
2. When members of a house-
hold should refrain from 
noise: 
a) During the illness at 
home of one of its 
members 100 86 10 0 
b) When closing doors 100 78 7 0 
c) When one of its mem-
bers is so occupied 
that noise would 
disturb him 100 92 5 0 
3. When and how to use the 
radio 100 57 29 2 
4. When one may harbor pets 
in the home 84 85 15 0 
5. How pets should be man-
aged when guests are 
present 85 78 13 0 
6. How to treat guests of 
one's family 91 50 24 5 
7. How discourtesy may be 
shown: 
a) When one visits without 
be~ng invited 84 50 16 12 
b) When one enters rooms 
in a friends home other 
than those to which one 
has been taken 86 57 17 12 
o) When a visitor remains 
at a friend's house 
though guests were pree-
ent on his unexpected 
arrival 84 29 26 19 
l 
82 
~7 J .H. S.H. 
8. How the family behaves 
at table when alone 100 92 15 0 
9. How refined people treat: 
a} the telephone opera-
tor 100 43 33 5 
b) Telephone subscribers 
sharing one•s party 
wire 100 29 28 14 
c) Anonymous telephone 
messages 100 21 24 19 
10. Why family affairs are 
not discussed outside 
the family circle 100 38 23 13 
ll. Why exhibitions of laok 
of self-control are bad 
form at any time and in 
any place 100 50 22 13 
12. Why cultured persons do 
not have "Company 
manners." 100 43 12 9 
13. How to avoid embarrass-
ment by refraining from: 
aJ Chewing gum 100 100 13 8 
bJ Coughing and sneez-
ing without covering 
one's mouth 100 100 12 7 
C) Breathing in anothers 
face 100 .86 21 0 
d) Eating foods that 
taint the breath 100 69 18 8 
e} Rude curiosity 100 69 25 0 
fJ Fingering another•s 
property 100 78 19 
II.Tab1e manners: 
1. How to appear at table 100 78 13 0 
2. What common table cour-
tesy includes 100 86 21 2 
83 
-
! -7 :r.H. S.H. 
3. How to sit at table 100 86 21 2 
4. How a gentleman assists 
a lady to be seated at 
table 93 29 24 16 
5. How laides seat themselves 
when unaccompanied by 
gentlemen 100 38 8 21 
6. How a lady and gentleman 
proceed to a table in a 
restaurant when an usher 
is not pre sent 100 21 16 26 
7. .tiow a lady and gentleman 
proceed to a table in a 
restaurant when an usher 
is present 100 21 16 24 
e. How to treat visitors at 
one•s table in a restau-
rant or public dining 
room 85 21 16 31 
9. When a gentleman should 
pay the bill if in the 
company of a lady in a 
restaurant 85 81 1.3 41 
10. When a lady in a restaurant 
will not permit a gentleman 
acquaintance to pay for her 
meal 83 7 9 31 
11. How to leave the table 100 57 12 24 
12. How to set a table 100 44 18 11 
13. What the details of a 
"place" at the table in-
clude 100 44 22 11 
14. How to holt one•s silver 100 85 48 15 
15. When to use each piece 100 64 24 10 
84 
~ -'1 J".H. s.H. 
18. How to use a bread and 
butter plate 100 71 29 9 
17. How to hold a oup 100 92 23 8 
18. How to hold a glass 100 92 23 8 
19. When the fingers may be 
used in eating 100 77 36 13 
20. How to use a finger bowl 92 50 22 25 
21. When to use a finger bowl 100 38 15 28 
22. How one should place his 
silver at the oonolusion 
of the meat oourse 100 77 33 8 
23. How one's plaoe at table 
should look at the oon-
elusion of a meal 100 89 33 8 
24. How to present dishes 92 55 33 15 
25. What to do when aooidents 
ooour at the table 100 62 23 15 
26. What to do when articles 
are dropped 100 58 20 8 
27. How to olear the cloth 
for dessert 100 50 29 0 
28. How guests should be 
seated 100 30 23 20 
29. How to aot in the school 
cafeteria 100 57 33 14 
c. Conversation. 
I. How the voice should be oon-
trolled 100 58 22 28 
II. How a display of interest 
improves conversation 93 14 16 29 
85 
~ -7 J.H. s.H. 
1Il. How responsiveness improves con-
versation 93 14 19 29 
l.V. What the better speakers and 
writers think of slang 92 15 21 25 
v. How exaggeration weakens conver-
sat ion 92 21 24 26 
VI. How affectation weakens conver-
sat ion 92 23 15 21 
VI!. Why one should regrain from 
monopolizing conversation 100 36 19 19 
VIII. Why one should never interrupt 
a conversation without a justi-
fia ble cause 93 50 21 12 
IX. How one with a justifiable rea-
son for so doing may interrupt 
a conversation 93 29 21 12 
x. Why those who contradict others 
are branded unmannerly 93 43 24 12 
XI. When the rules of correct be-
haVior permit one to contradict, 
and how it is done 86 21 19 26 
XII. When argumentation is permitted 
XIII. Why dogmatism is barred from the 
conversation of the cultured 
XIV. Why humor in conversation is 
valuable 86 8 15 28 
XV. When humor is not humor 85 15 23 31 
XVI. Why cultured persons of wealth 
do not make their riches a 
topic of conversation 
XVII. Why money, except in business 
transactions, is not on the list 
or approved topics for oonversatkn85 21 12 34 
86 
1i -7 J'.H. s.H. 
XVIII. Why the following are not 
approved topics for conversation 
1 • One's sel:f' 85 36 17 31 
2. One's ills 92 29 12 31 
3. Unpleasantnesses 93 31 13 23 
4. Unkind mimi cry 92 36 19 21 
5. Destructive criticism 83 21 19 36 
6. Preaching 
7. Topics understood by just a 
few in the group 
s. Money, except in business 
IX. Why the truly cultured do not 
proclaim their acquaintanceship 
with persons of wealth or dis-
tinction 92 23 5 36 
D. Personal Appearance. 
I. How personal cleanliness aids 
appearance 92 93 29 12 
II. When and how cosmetics should 
be used 100 17 33 17 
III. How clothing should be cared 
for: 
1. When in use 92 54 26 10 
2. When not in use 92 58 25 11 
IV. Bow one should dress for: 
1. Keal s at home 85 54 18 23 
2. Meals at a restaurant 83 25 26 39 
3. School 85 62 26 15 
4. Business 100 15 13 44 
5. Sports 100 31 16 25 
6. The street 
7. Afternoon Parties 
8. Teas 
g. Formal dinners 
100 
100 
100 
87 
10. lnformal "company" dinners 8g 
11. "Company" luncheons 
12. Dances 100 
13. Weddings 
14. Travel at home 90 
15. Travel abroad 
16. Week-end gatherings 
V. When one's dress is designated 
"ohio." 100 
VI. When one's appearance is termed 
vulgar 91 
VII. How much one should spend on 
clothing 90 
VIII. How one···shou1d sit, stand, and 
walk 100 
E. Courtesy at School. 
!.What school spirit means 93 
rr·what courtesy to instructors in-
clUdes 91 
III.How to act: 
1. In corridors 100 
2. ln classrooms 100 
8. In the assembly hall 100 
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4. ln the library 
5. ln the cafeteria 
6. At recreation 
F. Correspondence. 
l. What the correct in writing 
materials may include 
II. How a letter is folded 
III. How a letter is placed in the 
envelope 
IV. What forms of address one 
should use in letter-writing 
93 
100 
100 
83 
93 
v. When a post-script is written 85 
VI. When a super-scription is 
written 91 
VII. What letters contain that 
everyone loves to receive 92 
VIII. How the form of the business 
letter is written 100 
IX. How the complimentary close 
of a business letter is worded 100 
x. How one signs a business let-
ter 1~0 
XI. How the content of business 
letters differ from that of 
social and friendly letters 100 
XII. How to write a friendly 
letter 100 
XIII. What sequence of pages is 
followed in a friendly letter 100 
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XIV. How the complimentary close of 
a friendly letter is worded 100 
XV. How the complimentary close of 
a letter to an acquaintance is 
worded 93 
XVI. How to write a letter of 
introduction 92 
XVII. How to write a letter of 
recommendation 92 
XVIII. When letters of recommendation 
may be requested 100 
XIX. How to write a letter of 
condolence 100 
XX. How letters of condolence are 
acknowledged 100 
XXI. How to write a letter of 
congratulation 92 
XXII. How letters of congratulation 
are acknowledged 92 
XXIII. When letters of condolence and 
congratulation are acknowledged 92 
XXIV. How to write letters of thanks 100 
XXV. When printed cards of thanks 
may be used 
XXVI. When the recipt of a gift 
should be acknowledged 
G. Social Life in General. 
1. Introductions: 
100 
100 
1. How young boys are introduced 
to young girls 100 
2. How boys of high school age 
are introduced to girls of 
the same a~e 100 
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3. How a young person is 
introduced to one's parent 100 
4. How a gentleman is intro-
duced to a lady 100 
5. How a lady is presented to 
a ch ur chm.an 
6. How a lady is presented to 
the President of the United 
States. 
7. How to introduce one's self 
at social gatherings 100 
8. How to introeuce one's self 
in the business world 100 
9. How to introduce an indiv-
ual to a large group 100 
10. How to introauce a guest 
to a small group 100 
11. How to acknowledge intro-
ductions 100 
12. How a letter of intro-
duction is presented 91 
13. How a letter of introduc-
tion should be treated by 
the person to whom it is 
written 
14. What to say when taking 
leave of a person to whom 
one has just been introducedlOO 
15. When tl shake hands on being 
introduced 100 
16. How to shake hands 100 
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17. When introductions are nee-
essary: 
a)At a social gathering all 
guests must be presented 
to the guest of honor 89 0 10 40 
b) At a dinner all gentle-
men must be presented to 
the ladies whom they are 
to "take in" to dinner 80 0 7 47 
c)At a social gathering 
members of a small group . 
who are to sit together 
must meet each other 91 0 10 50 
II. Visiting: 
l. Country-house Party: 
d)How the guest card aids the 
hostess of a house party of 
many guests in providing for 
the individual preferences 
ot her guests 86 0 5 28 
III. Entertainment: 
e)Why the table service 
should be in keeping with 
the dining-room furniture 85 0 5 28 
2.Formal Dinners in a Small 
House: 
a) How a formal dinner in a 
small house is similar to 
a formal dinner in a great 
house 86 0 0 38 
3.Little Dinners: 
a) What a little dinner is 88 0 8 .25 
b) Why the little dinner is 
regarded as the pleasant-
est of all dinners 88 0 13 29 
4.Teas and Afternoon Parties: 
a) How the tea table is set 100 0 13 33 
b) What a tea menu may 
include 100 0 13 33 
l c ) How tea is served 100 0 13 33 
r 92 
% -7 ;r.H. S.H. 
d) How a guest manages the 
refreshments offered at 
tea 100 0 15 36 
e) How a garden party is 
conducted 83 0 6 33 
5. Luncheons: 
a} How a formal luncheon 
differs from a formal 
dinner 100 0 5 28 
b) How a formal luncheon 
differs from an informal 
one 100 0 6 28 
C) What "stand up" luncheons 
are 100 0 6 28 
6. Suppers: 
a} What a supper is 100 0 11 22 
b) Who the guests may be 100 0 20 27 
c) How a supper table is 
set 100 0 7 27 
d} What a supper menu may 
include 100 0 7 27 
e) What the service en-
tails 100 0 7 33 
7. Breakfasts: 
a} How a formal breakfast 
differs from an informal 
one 100 0 11 28 
b) What the formal break-
fast hour may be 100 0 20 27 
9. The Danoe: 
d) How to acknowledge an 
invitation 90 0 17 40 
g) What the correct dancing 
position is 86 7 12 31 
i) What the duties of a 
hostess at a dance are 83 0 22 34 j) How dance programs may be 
filled 83 0 14 33 
m) What etiquette says 
about "sitting out" 
danoes 83 0 16 34 
r 
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n) How a gentleman aska a 
lady tor a dance 86 0 18 34 
o) How a gentleman thanks 
a lady tor a dance 86 0 18 34 
p) How the rules of propri-
ety govern the young 
girl at a dance 83 0 6 45 
10. The Opera and Theater: 
d) How a couple goes down 
the aisle of a theater 
or church: (e) When an usher is not 
present 84 0 11 39 
e) Why a gentleman takes 
the aisle seat in a thea-
ter or church rather than 
the lady 89 0 20 47 
g) Why one should refrain 
from talking during a 
church service or theat-
rical performance 86 21 29 31 
k) How a hostess arranges 
tor the seating ot her 
guests in the theater 86 0 6 33 
1) What good behavior de-
mands of a bored audi-
ence 91 0 21 30 
m} How consideration may be 
shown to those sitting 
behind one at the movies 92 43 31 33 
n} How to pass those alrea~ 
seated at the movies 92 43 34 33 
o) Why one should never ex-
plain a picture at the 
movies 92 31 36 33 
p) Why those of refined 
manners never eat in a 
theater, movie house, or 
auditorium of any kind 92 31 38 33 
11. Games: 
a) What good sportsmnship 
at public games means 100 21 43 31 
b) Why hissing and booing 
are never practised by 
the truly cultured 100 21 45 31 
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C) How to conduct One's self 
at public games or con-
tests 100 21 45 31 
d) What one should do who 
cannot control his temper 
during public or private 
games or contests 92 21 41 31 
e) How public grounds should 
be left after having been 
used tor pleasure 100 29 43 34 
t) How one should conduct 
himself at: 
(1) the card table 93 7 14 42 
l2) The golf course 93 7 5 36 
\3) The tennis court 93 7 14 38 
12. The House-party in Camp: 
aJ How one should dress 88 0 26 30 
b) What "roughing it" means 88 0 22 41 
o) How the rules or etiquette 
are relaxed in the camp 
dining-room 88 0 33 41 
e) How camp guests should 
deport themselves 88 0 33 41 
13. l.nvitations: 
a) How to write an invitation 
for: 
tl) A large theater pary 88 0 7 26 
\2) A small theater party 88 0 11 41 
l3) A wedding 88 0 ll 41 
l4) A ball 88 0 4 33 
l5} A reception 88 0 8 28 
\6) A country-house party 
b} How a formal invitation 
differs from an informal 
one 92 8 8 25 
c) When one may issue an in-
vitation by telephone 100 0 14 31 
d) How replies to the var-
ious forms of invitations 
are written 100 8 15 36 
e) When a lady or gentleman 
should not accept invita-
tiona to social gather1ngs92 8 5 30 
r 
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IV. Good manners on the street: 
1. How one should behave in a 
crowd 86 50 45 31 
2. When a gentleman raises his 
hat: 
aJ When he meets a woman ao-
quaintanoe 93 29 31 19 
b) When he meets a gentleman 
acquaintance 84 17 33 28 
OJ When he meets a gentleman 
of distinction 90 23 33 26 
d) When he is in the company 
of a lady and she speaks 
to another lady or gentle-
man 100 23 36 31 
e) When he is in the company 
of a gentleman who greets 
another lady or gentleman 100 23 33 31 
f) When taking leave of a 
lady 100 23 36 31 
gJ When he is in the company 
of a lady, and a gentleman 
known or unknown performs a 
courtesy for her 100 23 36 31 
3. When a gentleman uncovers his 
head: 
aj When the flag is passing 100 69 18 15 
b) When he enters a house 100 69 18 8 
c) When he enters an elevator 100 69 31 8 
d) When he walks in corridors 100 38 33 15 
e) When he stops to talk to a 
lady on the street 100 23 40 15 
4. When a gentleman does not re-
move his hat in corridors and 
elevators 92 31 36 23 
5. When gentlemen perform cour-
tesies for women: 
a) When passing through the 
same doorway he opens the 
door and permits her to en-
ter first 100 46 42 23 
b) When a woman drops an art-
iole he picks it up for her100 46 36 23 
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b) Conducts himself in 
public conveyances 100 38 31 18 
15. How youths behave toward 
elders in crowded public 
conveyances 100 43 41 12 
16. How a gentleman behaves 
toward a lady, young or 
old, in a crowded public 
conveyance 100 31 33 21 
17. How a lady or gentleman 
should treat a tired work-
man in a crowded public 
conveyance 100 29 50 16 
18. Where a gentleman walks in 
the company of a lady or 
ladies on the street 100 21 29 39 
19. When a gentleman offers 
his arm to a lady on the 
street 100 8 20 36 
v. Good manners while traveling: 
l. How one should deport one's 
self on a railway train 100 25 20 42 
6. How to register at a hotel 1.86 0 5 38 
7. Whom one should tip when 
traveling 82 0 13 46 
8. How much one should tip 80 0 3 37 
VI. Occasional ceremonies: 
1. Weddings: 
c) How the wedding list is 
made up 89 0 0 33 
o} What expenses the bride's 
parents assume 83 0 0 33 
3. Funerals: 
a) What consideration the 
bereaved should be shown 80 10 13 33 
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xv. What advantage "good mixers" are 
in the world of business 84 8 11 39 
XVI. How to make telephone oalls dur-
ing business hours 100 0 13 41 
XVII. When telephone oalls may be made 
to employed during business 
hours 100 0 16 41 
~III. What etiquette says about those 
who take advantage of women, of 
the poor, or o~ the helpless in 
business transactions 83 0 11 44 
II· Consideration of the Aged. 
I. Why dress, sex or rank should make 
no difference in our treatment of 
the aged 100 42 30 20 
II. How to address the aged 99 50 30 11 
III. When to visit the aged 100 17 28 14 
IV. How to visit the aged 100 17 28 14 
v. Why the aged should be inoluded 
in invitations to members of a 
household 100 8 14 22 
J. Respect for the Flag. .I 
I. How men salute the flag 100 43 36 21 
II. How women salute the flag 100 50 33 33 
!II. How to display the flag 100 36 31 26 
lV. When to display the flag 100 3 6 31 26 
v. What ceremonials are used in 
honoring the ~lag 100 23 28 23 
r 
A. 
TABLE IV 
Topios Considered Important for Girls and 
the Recommended Grade Placement ot 
the Same 
% -7 ;r .H. 
Characteristics of the Cultured. 
I. How regard for the rights and 
feelings of others forms the 
basis of good behavior 100 78 50 
II. How self-respect influences 
one's conduct toward others 100 42 42 
III. How simplicity and uncon-
sciousness of self are qual-
ities of a truelady or gentle-
man 100 21 29 
IV. Why thoroughbred men and women 
are as courteous to those less 
fortunate in worldly position 
as they are to those more for-
tunate 100 29 25 
B. Home. 
I. Courtesy to one's family: 
1. Why "Good Manners" in the 
home require habits of: 
a) Obedience 93 85 23 
b) Cheerfulness 92 54 21 
o) Cordiality 92 45 18 
d) Loyalty 92 45 31 
e) Forbearance 85 45 16 
f) Kindness 91 59 10 
g) Thoughtfulness 92 54 21 
h) Respect for the privacy 
of others' mail 92 78 14 
i) Respect for the desire for 
privacy indicated by a 
ciosAn nnn-r 91 60 7 
100 
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2. When members of a household 
should refrain from noise: 
a) During the illness at home 
of one of its members 100 80 9 0 
b) When closing doors 100 86 7 0 
c) When one of its members 
is so occupied that noise 
would disturb him 100 85 5 3 
3. When and how to use a radio 100 60 30 4 
4. When one may harbor pets in 
the home 87 67 13 2 
5. How pets should be managed 
when guests are present 86 67 13 
6. How to treat guests of all 
members of one's family 93 53 22 5 
7. How discourtesy may be shown: 
a) When one visits with being 
invited 86 43 19 12 
b) When one enters rooms in a 
friend's home other than 
those to which one has 
been taken 86 47 17 13 
c) When a visitor remains at 
a friend's house though 
guests were present on his 
unexpected arrival 86 21 24 24 
B. How the family should behave 
at table when alone 100 93 21 7 
9. How refined people treat: 
a) The telephone operator 100 40 29 7 
b) Telephone subscribers 
sharing one's party wire 100 26 24 15 
c) Anonymous telephone 
messages 100 29 24 12 
10. Why family affairs are not 
discussed outside the family 
circle 100 29 24 12 
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11. Why exhibitions of laok of 
self-oontrol are bad form 
at any time and in any plaoelOO 54 15 15 
12. Why oul tured persons do not 
have "oompany manners" 100 47 17 ll 
13. How to avoid embarrassment 
by refraining from: 
a) Chewing gum 100 100 14 9 
.b) Coughing and sneezing 
without oovering mouth 100 100 9 7 
o) Breating in another's 
faoe 100 86 15 0 
d) Eating foods that taint 
the breath 100 75 17 8 
e) Rude ouriosity 100 77 37 0 
f) Fingering another's 
property 100 75 18 0 
II. Table manners: 
l. How to appear at table 100 93 18 2 
2. What common table courtesy 
inoludes 100 93 12 2 
3. How to sit at table 100 87 ll 0 
4. How a gentleman assists a 
lady to be seated at table 90 40 17 10 
5. How ladies seat themselves 
at table when unaccompanied 
by gentlemen 100 20 20 22 
6. How a lady and gentleman 
proceed to a table in a 
restaurant when an usher is 
not present 100 20 15 27 
7. How a lady and gentleman 
prooeed to a table in a 
restaurant when an usher is 
present 100 20 15 27 
r 
8. How to treat visitors at 
one's table in a restaurant 
or public dining-room 87 
9. When a gentleman should pay 
the bill if in the company 
of a lady in a restaurant 85 
10. When a lady in a restaurant 
will not permit a gentleman 
acquaintance to pay for her 
meal 85 
11. How to leave the table 100 
12. How to set a table '·· 92 
14. How to hold one's silver 100 
15. When to use each piece of 
silver 100 
16. How to use a bread and 
butter plate 100 
17. How to hold a cup 100 
18. How to hold a glass 100 
19. When the fingers may be 
used in eating . 100 
20. How to use a finger bowl 92 
21. When to use a finger bowl 100 
22. How one should place his 
silver at the conclusion 
of the meat course 100 
23. How one's place at table 
should look at the conclu-
sion of a meal 100 
24. How to present dishes 93 
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25. What to do when aocidents 
occur at the table 100 47 24 13 
26. What to do when articles 
are dropped 100 57 21 7 
27. How to olear the cloth 
for dessert 92 28 31 15 
28. How guests should be 
seated 100 15 26 31 
29. How to act in the school 
cafeteria 100 66 31 15 
c. Conversation. 
1. How the voice should be con-
trolled 100 54 26 28 
II. How a display of interest 
improves conversation 93 14 19 24 
!II. How responsiveness improves 
conversation 93 14 19 31 
lV. What the better speakers and 
writers think of slang 93 21 26 26 
v. How exaggeration weakens oon-
versation 93 20 26 24 
VI. How affectation weakens conver-
sat ion 93 20 20 26 
VII. Why one should refrain from 
monopolizing conversation 100 33 20 20 
VIII. Why one should never interrupt 
a conversation without a justi-
fiable cause 100 47 27 11 
!X. How one with a justifiable 
reason for so doing may inter-
rupt a conversation 94 40 26 
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x. Why those who contradict others 
are branded unmannerly 94 40 26 
XIV. Why humor in conversation is 
valuable 84 8 17 36 
XV • When humor is not humor 85 15 20 36 
XVII. Why money, expect in business 
transactions, is not on the list 
of approved topics for oonversa-
tion 87 20 11 33 
~III. Why the following are not approved 
topics for conversation: 
1. une's self 86 33 18 29 
2. One's ills 93 26 15 33 
3. Unpleasantnesses 93 29 13 24 
4. unkind mimicry 93 33 17 24 
5. Destructive criticism 93 14 24 36 
6. Preaching 84 15 15 38 
7. 'l'opios understood by just a 
few in a group 80 20 13 33 
8. .Money, e:x:oept in business 85 14 g 41 
D. Personal Appearance. 
l. How personal cleanliness aids 
appearance 92 87 33 13 
II. When aDd how cosmetics should be 
used 93 7 33 43 
lii. How clothing should be oared for: 
1. When in use 93 46 20 10 
lV. How one should dress for: 
1 • .Meals at home 85 43 16 29 
2. Meals at a restaurant 85 26 18 35 
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3. Sohool 85 64 86 14 
4. Business 92 13 13 44 
5. Sports 100 26 16 38 
6. The street 100 26 16 38 
7. ~fternoon Parties 100 13 31 31 
8. Teas 100' 0 15 38 
12. Danoes 100 0 10 46 
14. Travel at home 90 10 13 50 
v. When one's dress is designated 
"ohio" 84 0 5 36 
VI. When one's appearance is termed 
vulgar 87 7 38 
VIl. How muoh one should spend on 
clothing 92 15 13 38 
7 III. How one should sit, stand, walk 99 33 42 20 
E. Courtesy at Sohool. 
l. What sohool spirit means 92 26 53 22 
li. What courtesy to instructors 
includes 92 57 43 12 
lii. How to act: 
1. 1n corridors 100 57 33 0 
2. 1n classrooms 100 62 38 .10 
3. ln the assembly hall 100 53 42 ll 
4. 1n the library 94 47 44 14 
5. 1n the cafeteria 100 33 44 13 
6. At recreation 100 33 49 ll 
F. Correspondence. 
I. What the correct in writing 
materials may include 87 
II. How a letter is folded 80 
IV. What forms of address one should 
use in letter-writing Q3 
V. When a post-script is written 86 
VI. When a super-scription is 
written Q3 
VII. What letters contain that every-
one loves to receive 93 
VIII. How the form of the business 
letter is written 100 
IX. How the complimentary close of 
a business letter is worded 100 
X. How one signs a business letter 100 
XI. How the content of business 
letters differ from that of 
social and friendly letters 100 
XII. How to write a friendly letter 100 
XIII. What sequence of pages if 
followed in a friendly letter 100 
XIV. How the complimentary close of 
a friendly letter is worded 100 
XV. How the complimentary close of 
a letter to an acquaintance is 
worded Q3 
XVI. How to write a letter os intro-
duction Q3 
XVII. How to write a letter of re-
commendation Ql 
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XVIII. When letters of recommendation 
may be requested 100 
XIX. How to write a letter of con-
dolence 100 
XX. How letters of condolence are 
acknowledged 100 
XXI. How to write a letter of con-
gratulation g3 
XXII. How letters' of congratulation 
are acknowledged 93 
XXIII. When letters of condolence and 
congratulatimn are acknowledged 93 
XXIV. How to write letters of thanks 100 
XXV. How to write letters of thanks 100 
XXV. When printed cards of thanks 
may be used 
XXVI. When the receipt of a gift 
should be acknowledged 
G. Social Life in General. 
I. Introductions: 
1. How young boys are intro-
100 
100 
duced to young girls 100 
2. How boys of high school age 
are introduced to girls of 
the same age 100 
3. How a young person is intro-
duced to one's parents 100 
4. How a gentleman is intro-
duced to a lady 100 
7. How to introduce one's self 
in social gatherings 100 
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8. How to introduce one's self 
in the business world 100 
9. How to introduce an indiv-
ual to a large group 100 
10. How to introduce a guest to 
a small group 100 
11. How to acknowledge introduc-
tions 100 
12. How a letter of introduction 
is presented 91 
13. How a letter of introduction 
should be treated by the 
person to whom it is written 83 
14. What to say when taking leave 
of a person to whom one has just been introduced 100 
15. When to shake hands on 
being introduced 
16. How to shake hands 
17. When introductions are nec-
essary: 
a) At a social gathering 
all guests must be pre-
sented to the guest of 
100 
100 
honor 90 
o) At a social gathering 
members of a smll group 
who are to sit together 
must meet each other 100 
18. When introductions are not 
necessary: 
c) When two ladies out walk-
ing meet a third known to 
but one of them the lady 
not acquainted with the 
third walks on slowly 82 
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II. Visiting: 
1. Country-house Party: 
h) What the courteous host 
does 88 0 4 29 
III. Entertainment: 
2. Formal Dinners in a Small 
House: 
a} How a formal dinner in a 
small house is similar to 
a formal dinner in a great 
house 80 0 0 37 
3. Little Dinners: 
a) What a "little dinner" is 83 0 6 25 
b) Why the "little dinner" is 
regarded as the pleasant-
est of all dinners 84 0 5 31 
4. Teas and Afternoon Parties: 
a} How the tea table is set 92 0 10 33 
b) What a tea menu may incl u.cE 92 0 10 33 
c) How tea is served 92 0 10 31 
d) How a guest manages the 
refreshments offered at 
tea 92 7 7 33 
5. Luncheons: 
a) How a formal luncheon 
differs from a formal 
dinner 82 0 3 27 
b) How a formal luncheon 
differs from an informal 
one 82 0 3 27 
o) What "stand up" luncheons 
are 82 0 3 27 
6. Suppers: 
a) What a supper is 84 0 6 30 
b) Who the guests may be 84 0 6 30 
c) How a supper table is set 84 0 6 30 
d) What a supper menu may 
include 100 0 6 30 
e) What the service entails 100 0 6 30 
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7. Breakfasts: 
a) How a formal breakfast 
differs from an informal 
one 80 0 6 36 
b) What the formal breakfast 
hour may be 80 0 7 37 
9. The Dance: 
d) How to acknowledge an 
invitation 83 0 14 42 
g) What the correct dancing 
position is 93 7 12 31 
h} When a gentleman offers 
his arm to a lady on the 
dance floor 91 8 14 31 j} How dance programs may be 
filled 90 0 15 36 
m} What etiquette says about 
"Sitting out" dances 84 0 16 47 
n) How a gentleman asks a 
lady for a dance 87 0 10 33 
o) How a gentleman thanks a 
lady for a dance 87 0 10 33 
p) How the rules of proprie-
ty govern the young girl 
at a dance 91 0 9 36 
q) How a young couple go to 
and return from a dance 83 0 8 33 
10. The Opera and Theater: 
e) Why a gentleman takes the 
aisle seat in a theater or 
church rather than a lady 83 0 20 45 
g) Why one should refrain 
from talking during a 
church service or theatri-
cal performance 87 20 33 33 
1) What good behavior demands 
of a bored audience 91 0 26 28 
m) How consideration may be 
shown those sitting behind 
one at the movies 93 40 36 31 
n) How to pass in front of 
those already seated at 
the movies 93 40 40 29 
o) Why one should never ex-
plain a picture at the 93 27 38 31 movies 
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11. Games: 
a) What good sportsmanship 
mans at public games 100 20 42 29 
b) Why hissing and booing 
are never practised by 
the truly cultured 100 20 42 29 
c) How to conduct onets 
self at public games 100 20 44 27 
d) What one should do who 
cannot control his tem-
per during public or 
private games 94 20 42 29 
e) How public grounds should 
be left after having been 
used for pleasure 100 27 46 27 
f) How one should conduct 
himself at: 
(1) The card table 100 7 13 31 
(2) The golf course 93 7 9 33 
(3) The tennis court 100 7 7 38 
12. The House-par-tor in camp: 
a) How one should dress 80 0 30 33 
b) What "roughing it" means 80 0 23 40 
c) How the rules of eti-
quette are relaxed in 
the camp dining-room 80 0 30 37 
e) How camp guests should 
deport themselves 89 0 33 44 
13. Invitations: 
b) How a formal invitation 
differs from an informal 
one 84 8 5 31 
c) When one may issue an in-
vitation by telephone 100 0 12 33 
d) How replies to the var-
ious forms of invita-
tiona are written 100 8 13 40 
IV • Good manners on the street: 
1. How one should behave in a 
crowd 86 47 47 31 
2. When a gentleman raises his 
hat: 
a) When he meets a woman ac-
quaintance 100 14 24 9 
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b) When he meets a gentleman 
acquaintance 100 0 24 14 
C) When he meets a gentleman 
o'f distinction 100 0 24 14 
d) When he is in the company of 
a lady and she speaks to 
another lady or gentleman 100 0 34 14 
e) When he is in the company 
of a gentleman who greets 
another lady or gentleman 100 0 34 14 
'f ) When taking leave of a 
lady 100 0 34 14 
g) When he is in the company 
of a lady, and a gentleman 
known or unknown performs a 
courtesy for her 100 0 34 14 
3. When a gentleman uncovers his 
head: 
a) When the flag is passing 100 75 17 0 
b) When he enters a house 100 60 13 0 
c) When he enters an elevator 100 30 33 0 
d) When he walks in corridors 100 0 53 20 
e) When he stops to talk to a 
lady on the street 100 0 53 20 
4. When a gentleman does not re-
move his hat in corridors and 
elevato~s 100 0 67 25 
5. When gentlemen perform cour-
tesies for women: 
a) When passing through the 
same doorway he opens the 
door and permits her to 
enter first, whether he 
knows her or not 100 25 67 25 
b) When a woman drops an art-
iole he picks it up for 
her whether he knows her 
or not 100 20 53 20 
c) When in the company of a 
woman he carries her coat 
or package she may be 
holding 100 20 53 20 
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6. How a lady acknowledges oour-
tesies performed for her 100 23 36 28 
7. How a gentleman addresses a 
lady when he meets her in 
public or private 100 23 36 28 
a. Why staring at others is 
considered ill mannered ~4 47 33 13 
~. How the considerate motorist: 
a) Obeys traffic rules ~3 7 15 27 
b) Cooperates with others on 
the road ~3 0 17 2~ 
o) Lets others know the oar 
is ready ~2 '• 0 17 2~ 
d) Treats those he has invited 
to ride with him ~2 0 18 28 
10. How the guest of a motorist 
responds to the generosity of 
his host 100 21 12 26 
ll. How the thoughtful motorist 
considers the rights of others 
when he parks his oar ~3 7 17 26 
12. How the considerate pedestrian 
regards: 
a} The rights of the motoristlOO 33 20 18 
b) The rights of other pedes-
trians 100 27 25 18 
13. Why people of refinement do 
not push, nudge, or slap others 
on the back 100 20 35 18 
14. How the well-bred person: 
a) Boards public conveyances 100 21 38 21 
b) Conducts himself in public 
conveyances 100 21 38 21 
15. How youths behave toward eld-
ers in crowded conveyances 100 31 38 15 
y % 
16. How a gentleman behaves to-
ward a lady, young or old, 
in a crowded conveyance 100 
17. How a lady or gentleman should 
treat a tired workman in a 
crowded public conveyance 100 
18. Where a gentleman walks when 
in the company of a lady or 
ladies on the street 100 
19. When a gentleman offers his 
arm to a lady on the street 100 
V. Good manners while traveling: 
1. How one should deport one's 
self on a railway train 92 
5. How a young woman traveling 
alone conductsherself 100 
7. Whom one should tip when 
traveling 85 
8. How much one should tip 100 
VI• Occasional ceremonies 
1. Weddings: 
n) What expenses the groom 
assumes 
3. Funerals: 
H. The Business World. 
88 
1. What tbe relations between employer 
and employee should be 93 
li. What the relations between employee 
and employee should be 92 
lii. How salespeople should be treatedlOO 
!V. Why one should willingly wait 
one's turn 100 
-7 
0 
26 
0 
0 
0 
0 
0 
0 
0 
0 
0 
7 
20 
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42 
51 
29 
34 
25 
6 
10 
3 
0 
21 
21 
26 
31 
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13 
20 
33 
33 
45 
52 
46 
48 
33 
50 
52 
53 
36 
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V. Why one should refrain from hag-
gling over money transactions 100 
VI. How the honest person buys 100 
VII. How the honest person sells 100 
VIII. How the honest person pays his 
debts 100 
lX. Why one should be very reticent 
about requesting privileges 100 
X. What etiquette says of borrowinglOO 
XI. Why a gentleman never borrows 
from a woman 100 
XII. When and where one may smoke 
during business hours 88 
XIII. What advantage polish gives to 
its possessor 93 
XIV. What polish means 92 
XV. What advantage "good mixers" are 
in the world of business 92 
XVI. How to aake telephone calls 
during business hours 86 
XVII. When telephone calls may be made 
to the employed during business 
hours 100 
~IIl. What etiquette says about those 
who take advantage of women, of 
the poor, or of the helpless in 
business transactions 83 
I. Consideration of the Aged. 
1. Why dress, sex or rank should make 
no difference in our treatment of 
the aged 100 
-7 
7 
15 
8 
17 
0 
0 
0 
0 
8 
8 
8 
7 
0 
0 
54 
J.H. 
16 
23 
25 
25 
28 
33 
29 
12 
14 
13 
12 
0 
0 
33 
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36 
45 
45 
53 
50 
45 
33 
38 
39 
38 
37 
38 
35 
23 
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li. How to address the aged 100 54 31 13 
lii. When to visit the aged 100 17 28 14 
lV. How to visit the aged 100 17 28 14 
v. Why the aged should be inaluded 
in invitations to members of a 
household 100 8 14 22 
J. Respect for the Flag. 
l. How men salute the flag 100 50 33 33 
.li. How women salute the flag 100 47 36 20 
.LII. How to display the flag 100 27 31 25 
IV. When to display the flag 100 27 31 22 
v. What aeremonials are used in 
honoring the flag 100 29 32 21 
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TABU!: V 
Topics Considered Undesirable for Boys 
% 
Topics Considered Undesirable 
1. When the members of a bridal party 
arrive at the church. 
2. How the wedding guests are shown to 
their places in the church. 
22 
22 
3. How the bridal party enters the ohurcA. 22 
4. How the bridal party leaves the church. 22 
5. When the godparents are asked for a 
christening. 22 
6. What expense a christening entails. 26 
7. What expense the parents assume at a 
christening. 26 
a. What expenses the godparents assume at 
a christening. 26 
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TABLE VI 
~opics Considered Undesirable for Girls 
%Considered 
Topic undesirable 
1. How a bachelor gives a small theater party. 17 
2. Why the rehearsal of the wedding procession is 
important. 22 
3. How the wedding feats is prepared when it is 
served at the bride's home. 20 
4. When the members of a bridal party arrive at the 
church. 20 
5. How the wedding guests are shown to their places 
in the church. 22 
6. How the bridal party enters the ohuroh. 20 
7. What consideration the bride shows the groom's 
parents at the reception following the wedding 
ceremony. 20 
8. What eti.9-uette says about: 
a. viho sit at the brides table. 20 
b. Who sit at the parents table. 20 
c. How the wedding cake is cut. 20 
9. What the guests do when the gride and groom leave • 18 
lO.How wedding anniversaries are recognized. 30 
11.When the godparents are asked for a christening. 20 
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Because so many ot the jurors disregarded some ot the 
topics, it was judged informational to draw up tables - tor 
both boys and girls - listing them. Tables VII and VIII give 
these topios whiCh were disregarded by two-thirds ot the jury. 
TABLE VII 
Topics Disregarded for Boys by Two-thirds of the jury 
Topic 
1. What the ever-present plate may be at a formal dinner. 
2. When a double-service is necessary at a formal dinner. 
3. How the double-service is managed at a formal dinner. 
4. How glasses are filled at a formal dinner. 
5. When glasses are filled and refilled at a formal dinner. 
6. What the hostess' duties are at a formal dinner. 
7. How a lady acknowledges courtesies performed for her. 
a. what house linens the elaborate trousseau calls for. 
9. What the moderate trousseau includes. 
lO.What the bride-elect provides for her attendants. 
ll.What expenses the bridesmaids assume. 
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TABIE VIII 
Topics Disregarded for Girls by Two-thirds of the Jury 
Topics 
1. What the host's duties are at a formal dinner. 
2. Why stags or bachelor dinners are given. 
3. When stags or bachelor dinners are given. 
4. Where stags or bachelor dinners are given. 
5. How stags or bachelor dinners are given. 
6. When a gentleman uncQvers his head: 
a. When the flag is passing. 
b. When he enters a house. 
7. When a gentleman does not remove his hat in corridors and 
elevators. 
a. When gentlemen perform courtesies for wanen: 
a. When passing through the same doorway he opens the 
door and permits her to enter first, whether he 
knows her or not. 
b. When a woman drops an article he picks it up for her 
whether he knows her or not. 
9. How a gentleman addresses a lady when he meets her in 
public or private. 
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CHAPl'ER V 
CONCIDSICNS 
123 
The scattered opinions of the jurors having been reduced 
to single expressions of opinion by means of the table-forms 
used, it has been possible to examine these judgments and to 
make definite statements concerning them. Suoh a study has 
revealed the following facts: 
1. There has been universal approval of most of the top-
ics submitted to the jurors. When the impression, received ~ 
a casual perusal ar· the jurorsr individual opinions, that many 
of the topics had been disregarded by a large number of the 
jurors, was put to the test as shown in Tables VIr and VIII it 
was found that of the 451 topics just 22 had not been voted 
upon by two-thirds of the jury. 
were: 
2. The topics showing the greatest similarity of opinion 
a. The characteristics mentioned which form the basis 
of culture. Not only were they voted extremely 
important for both boys and girls, but they were 
consistently stressed in all grades. From this it 
may be understood that the jurors believed these 
topics to have intrinsic worth. 
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b. ~he qualities pertaining to character education 
were allocated to the grades before seventh. 83 
per cent or the jurors voted "Obedience" as 
extremely desirable for the boys, and 85 per cent 
for the girls; while the topic was placed in the 
before-seventh grade column by 85 per cent of the 
jurors and for both boys and girls. This lends c 
credence to the general belief that character ed-
ucation should be part of any training in social 
relationships. However, one of the jurors stated 
as her reason for disregarding such topics that 
they were out of place because they belonged to a 
course in character education. 
c. The rediments of table etiquette {appearance, 
courtesy, and position at the table) have been 
assigned to instruction in grades before seventh; 
all the other table etiquette skills were voted, 
almost without exception, as highly desirable and 
were stressed in every grade. 
d. Introductions received but few votes until tenth 
grade. 
e. The topics having to do with assemblies at school, 
with movies and motorists, and with good manners 
on the street were heavily voted in all grades 
and considered highly desirable by most of the 
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jurors. 
f.In topics treating of one's relations with one's 
family voting was consistently heavy in grades be-
fore seventh, light in seventh, with almost no men-
tion at all in any other grade. The probable rea-
son for this voting was that the school cannot 
follow the child into the home; it provides the 
necessary information, but the home must set it in 
practice. The topic having to do with correct 
behavior during the illness at home of one of the 
family members was voted highly desirable and was 
assigned to grades before seventh to boys by 86 per 
cent of the jurors and to the same grade to girls 
by 80 per cent of the voters. After a light vote 
in the seventh grade it was mentioned no more. 
3. Topics specifically designated for twelfth grade were 
those on Visiting and Entertainment; on the writing of the 
various types of invitations; and occasional ceremonies. Wed-
dings and christenings were voted exclusively for this grade. 
4. Those topics relating to the business world were 
stressed in ninth grade and all grades following it. This was 
perhaps because ninth grade being the closing one of the junior 
high school is the last school year for many students. The 
number of "leaving" pupils gradually increases thereby increas-
ing the need for training in business etiquette. 
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5. Topics assigned especially to girls are those pertain-
ing to the duties ot a hostess and to trousseau content. 
6. The topics receiving a heavy vote in the Special Cases 
column were those relating to dress tor week-end gatherings and 
travel abroad; certain introductions; the etiquettes of coun-
try-house parties, calls, visiting cards, formal entertainments, 
the opera box, and a few pertaining to weddings, christenings, 
and funerals. 
7. Tables III and IV show the topics that were assigned 
to the various grade levels. 
Since the jury's verdict places so many of the topics in 
the grades before seventh, and since the etiquette topics that 
are taught are included principally in the home economics cour-
ses which do not regularly begin until seventh grade it may be 
c~ncluded that a course of study in social training would be 
advisable tor these grades. 
And, from the large number of topics not mentioned in the 
courses of study embracing etiquette instruction, but voted 
desirable tor presentation in the grades beyond the elementary 
school level it may also be concluded that a separate course of 
study in education tor social relationships should be formed 
tor these grades, or, that the courses which now contain the 
incomplete outlines should be enlarged to include those topics 
omitted. This latter alternatige, however, except in school 
systems where home economics instruction is provided for them, 
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would make no provision for teaching the subject of etiquette 
to boys. 
Viewing the problem from all sides, then, the course of 
study in social regimen seems to be a necessary branch of the 
school curriculum. 
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list, read all the topics and then proceed as follows: 
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(1) If you believe a topic ought to be learned by boys 
in seventh grade, place a check mark in the "B" column; if 
you think it ought to be learned by girls, place a check mark 
in the "G" column. (Assume that boys and girls can be seg-
regated for purposes of instruction.) In this way indicate 
the grades in which attention should be given to each topic 
for both boys and girls. Note that some important or diffi-
cult topics may be checked as deserving attention in more than 
one grade. 
l2) indicate the content or desirability or undesira-
bility of the topic by placing a check mark under the proper 
column extremely desirable, desirable, doubtful, undesirable, 
or extremely undesirable. A topic is to be considered "Desir-
able" if it ought to be presented to the ordinary, average 
child. If you state that a topic is desirable you will be 
understood as meaning that it is desirable for the sex or sexes 
and at the grade·level or levels that you have already checked. 
If a topic need not be presented to the ordinary child, but it 
is desirable in special oases (for example, tor the very under-
privileged, for the wealthy), place a check mark in the column 
headed "Desirable in Special Cases." 
(3} For the benefit of jurors who prefer to think in 
terms of ages rather than in terms of grades, the following 
table is presented: 
The average age of children in Grade 7 
8 
9 
10 
11 
12 
is 12 
13 
14 
15 
16 
17 
years; 
You may retain one copy of the Check List of Topics for 
your own tiles. A summary of the ~ury's decisions will be sent 
to you later. 
Kindly designate all titles, honors, and degrees you 
possess that they may be listed after your name on the page 
giving the. personnel of the jury. 
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